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Modu 



1^3/^^ .No V 



Approx . Tim^: ^ 
• 24 fiour5 V 



Module Title: ^ 
^ pP^rsonnel - 



Submod\ile Title: ' 

1. Work Planhing 

2. Superyi$or Responsibi-lity 
, .3. Employee^ Management Evaluation 



. 5. Contractor Supervision 

-is ' C~ , • ■ 



Objectives 




Instructional^ Aids^r , . 

Handouts,' Transparencies, Film § Hollow Square Experiment. 



Instructional Approach: " <" o < 

Lecture, Discussion, Small Group Interaction ^ Film -i - 



References : • ^ '. " ' \ ; ' 

li Haiidon ^ Hilgert, Supervision: Coilcepts aijd Practites of , 
Management, Southwestern , 1977.* if 

2. ^ Boyd, Man^ement Minded Supervision, McGraw-Hill, 1976. 

3. Bittel, What lEvery Supervisor Should. Knpj*, McGraw-Hill, 1974. 

4. Newport, The Tools of Managing, Addison-Wesley, 413^.' 

5. Film- The Time of Your .Life - Available -from Iowa State 
Library Association' thru your local Public Library-no charge. 

6. Lake in, Allen,. How To Gtt Cojjtrol o'f Ydur^Time Your .Life. • 
■7v' J. William Pfelffef.and John E. Jones, A Handbook of Struc- ' 

J .tured Experiences for Human Relations Training, Volume* II." . 



Assignments!'^"^ ' 
^rksh^etis and hatndouts ' ; „ . 
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•Module, "No: • • 




Module Title:;* 






Personnel 




^/ Submpdule fitle: 

' Wn T'VPIflnn'i'no'. * 


Approx. Time:, 


« 




2 hours ^ . 




c Topics 

. The Planning Process 


" Objectives: 






Upon completp-on of this module the participant will be abld 
to discuss the planning pi;ocess and the types of planning 
a .supervisor becomes involved In. 

* f m 




j' 


' . r 

\ 


^ Instructiohal Aids: 


/ 




Handouts PHrl and PH 


-2 


9 


•Transparencies PT-1, 


PT-2, 


PT-3 and' FT -4 


Instructional Approach: 


M . i 

t 


Lecture 


• 




Discussion 
> 






References: i ^ ^ .4 ,c - 
l-^tiaimon § Hilgert, Supervisipnti Concepts and Practicefs of , 
Management, Southwestern, 1977. , *\ * 
,2. B6yd, Management, Minded Supervision, McGraw-Hiil*^, / 1976. - 

3. Battel, What "Evefy Supervisor Should Know, McGraw-Hil'i<^ 1974 

4. Newport, The Topis of Managing, Addison-Wesley, 1*972^.^ ' 



Class Assignments: • ^ ^' ^ ' i ■ ;i 



ft 
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Nodule No: 



Instructor Notes: 



Topic: 

The Planning Process 



•Question: Who has the responsi- 
'by.ity for planning? 

Quest a, on: vhiy should the super- 
visor plan? y 

Handoyt PH-1 ^ • 

Transparency PT-K »' 

Handout PH-^ 
Transparency PT-2 

Transparency PT-3 



Transbaren^ PT-4' 




Instructor Outline: 



ij^. Discuss the-- importance of 
planning . 



. Discuss the benefits of* 
good planning. ^ 

•3. Discuss the types of plan- 
ning a supervisor gets 
involved in. 

4. Discuss the key planning 
questions' a supervisor 
needs to consider' in the 
planning process. • 
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Module No: 



Approx* Time: 
, , * 1 hour * 



Mojiul^ Ti'tle: 
'Personnel 



^^bmo*dule Tltle:^, ^ 
y ^ ^ork Plafihing 



Topic: . r 
' Long-Range 'PlanAing and Goal 
Setting * N 



Objectives: ' . * 

Upon completion of this module. the» participant will identify 
the supervisors role in long-range planning afhd goal setting 



Instrtictiortal Aids: 

Han(^dut• PH-3 

< • /" 

Transparenoy PT-5^ 



Instructional Approach: 
Lecture , 

fiiscnssion^' * f'^> 
Small' group interaction 



References : \ , - 

1^ Haimon § Hilgert(, Supervision: toncepts and'Practices of • 
Management, SoutnWestern, • IS??-* ^ * ^ . ' 

2. Bpyd, Management ^Minded Supervision,. McGraw-Hill, 1976. 

3. Bittei; What Every Super;irisor Should Kpow,"^ McGraw-Hill , 1974 

4. Newport, The tools of Managing, Addison-Wesley , 1972. 



Class Assignments: 



• -7 
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* Modul? No: 


Topic: 

. 7 Long-Range Planning Goal Setting . \ 


Instructor Notes: 

- 




Instructor Outline; " • 

« ♦ Ik i 

^ — 



- - 

cj.ass into small gfoup/s to\ 
disciiss'.tlie role of th'e s\iper- 
visor in planning and some of 
^the problems ^ they ^^ace. 

2. Have a* representative -^frorn 
each 3jnall group reppirt.back . 
to the class. ^ 

3., Transparency PT- 5 ' 

Question: What is the ^ole off 
the supervisor in long-range 
planning? * . 



ine rpxe or rn.e supervispi 
in planning and the prob- 
lems (the supervisor faces. 



Discuss the role of the 
supervisor in planning. 

Discuss ^he difference 
between long-range pl.anning 
^nd short-range planning. , 
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Mo4ul€i No: . ' ,^ 
.**.** 


Module Title: . ^ 
Personnel ' . 


• Submodule Title: 
^ Work Planning 


• Appr;ox. Time: 

1 hour : ' • 

J ^ ' ' 


Topic:. -^v / ^ : 4 
Short -Range Plans 



Upon jCOmp let ion of this module the participant vfill be able to 
, 'identify the benefits of \ood .planning for the supervisor. 

'.^ . • . ■* -v. 




Instructional Aids: 
Handouts PH-4 and PH-5 



■Trans^parencies PT-2; PT-6, PT-7 and PT 



Iftstructional Approach: 
Lecture 

Discussion >i 




References: 

!• Haimon § Hilglsrt, Supervisioni Concepts^ and Practiee^^'pf 

Management, Southwestern, 1977* J k . ^ ^\ 

1. Boyd, Management Minded Supervision, McGlraw-Hiil, 1976 T 

3. Bittel, What Every Supervisor Should Know, McGraw-Hill , 1974 

4. * Newport,^ The T00I5 of ^Managing, Addispn-Wesley, 1972. 



Class A^gnm^nts.: 



^' ' • * i • 4 , ^ . . Pap g 6 o f 8 



> Module Nq: 


' Topic J 




• 


Short-Range Pl^ns 


Instructor Notes: 




Instructor Outline: 


Transparencies FT- 6 § PT-7 
* • 

« > 

V 


Discuss the leTigth ojf the 
planning period. . 

a.' S year plans 
* b. yearly 
C. quarterly 

d. monthly - 

e. weekly . 
£. daily 


Transparency PT-8 
Handauts § PH-S 




2. Discuss the relationship of 
•standards and obj.ectives to 
the planning process. 


Transparency PT-2 




3. Review and discuss the 
bene£j.ts of gpod planning. 

4 J 


. V ■' • 










> 




} 

' * , r 






♦ ^ 

f 


/ ' * 


c 


\ 








' '> ' . 










— J ■ '-^ — . 
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'Module No: , ^ 


iMbdule, Title: - . ' _ 


1 » w ♦ 


Personnel , . 




Submodule Title: , 




V ^ 


Approx. Time: 


3 hours 


" Topic: * / . ^ 

Tiiu^ Management ^ ' . 

* 1 


Objectives ^ 




Upon the completion of this module the participant -wiJLl be 
able to implement the principles of time management on his 
or her job. ' , . ; • 


Instructional Aids: ' - 


J s 


Hda^.uts PH-6 - PH-12 


• % 


Transparfency PT-9 




Instructional Approach: 


— : : ' ^ : 


.* * * 

Lex: ture 
,Fdim 


V * *^ 


Discussion 

- 


% 


References: ' ' 


13 ^ 


Film'-- The Tiifte^of Your. Life - AvaiJaMe from Iowa State 

Library "^Associat ion. 
.Lakein, Allen, Hpw To Get* Control of Your Time §^Yoiir Life. 


Class Assignments :i 




Work Sheet * ' - ' 




i , 


• 

— T-r ■ ' 
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Mdfdule No: 
* * 

• • 


Topicif \ . ' 
Time Management* ^ . 


instructor Notes: 




Instructor Outline; 



2. Handout PH-7 

3, Handout .PH-8' 



Available ^rou^h 5tate 
Library^ Association and othea: 



sources • 
Handout PH-9 

Handout PH-IO 
Transparency PT-9 



Handout 



:Vh-11 
Handout PH-12 (optional) 



In The Life of a Super n 
^market Manager" 

'-^ ' -' 

2. ^Handout and discuss the i 
. Time Management Inventory, 

3» Handout and dis.cuss the 
•^ime Wastje^rs,. Possible 
Causes 'and 1 Solutions • " 

4. Show and d/iscuss the film • 
"Tfte^Time/of Your Li^.'* 

5 J Discuss- the impo^rtance of 
setting priorities for good 
time management. ,s 



Handout and complete the ' 
Time Analysis Work Sheet. 

(Optional) Handout and dis- 
cus? the "Working With Your 
Secretary" warksheet. 
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* Module l^o: — 


Module^TUle: ^ ' 
.Personnel • ' ♦ . . 

• ' ' V ' ' > • * . 


' Submodule TitV?: ' \^ 

: Supervisory Responsibility- \ " 


" Approx. JimQ: 
3 Jiours , 

1 < ' \ 


Top.rc: - ' • . * ^ 
Delegating ' ^ . ' * . 



.Objectives:- 

Upon completion of this module ;;^he participant will be-abie to 
distinguish between the kinds of jdh functions, to assign to 
those he supervises and those 'actiVLtie's he should perform 

^ himsjejf and why. . ^ , * 



Instructional Aids: 
Handouts PH-13,- PH-16' 
Transparencies pf-10 - 



\ 



' Instruttional Approach: 

Lecture ' . • / 

Discussipn 
Worksheet , 




■ ReferenQe$: . . • . » 

1. Haimon § Hilgert, Supervision < Concepts and Practices o£ 
ManagemefitJ^'Southwestern,' 19-77. . . 

.2'. Bitte^, Whar Every Supervis^' Should Know, McGraw-Hill , 1574 



Class Assignments: 
Complete • handout PH-^\: 



\ 
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Module No: 



Topic: 
^Delegating 



Insf?^ctor Nbtes; 



1; Transparency PT-10 



2. Handout PH-13 -Have partici- 
pants complete the question- 
;iaire, then discUss.'^ 
Transparency PT-ld 

3. Handout PH-14 



Instructor Outline: 



1. 



4; Transparency Pf- 12 
5^ Transparency Pt-15' • 
6.-, Transparency. PT-14 

Z, Transparency PT-15 

8, Transparency PT^16 
9* fMnst>arencies PT-17'S PT-18 

10. Trahsparenc-y 21-19,^ 10 

11. Tran5parency^PT-20 Hi 
Ii§ndout PH-15v.^ be complet- 

. ed on 'the lob and-'Teturned 
/ next week. 
■ Handout, PH' 16 • ■ 



3. 

♦ 

5. 
6. 

i7. 
9\ 




.Define delegation, and dis- 
cuss the characteristics of 
'delegation.. 

Discuss the reasons wJ^ a 
Supervisor should delegate. 



Measure your ability as a, 
del-egator - complete and ^ 
discuss, < 

Discuss the' three aspect^ 
of delegation. ' • ' ^ 

Discuss why , super^visors 
'donVt delegate. 

Discuss basic attitudes the 
supervisor needs tO' be able 
to delegate. ' 

Discuss When the supervisor 
should deljegate. ^ 



Discuss what to delegiate. 



1 



Discuss what not to dele- 
gate and when not to dele 
iate. 

Discuss how to ^legate. 

V ^ 

Discuss how the sfup^rvi^or 
cai^. Jearn to delegate/ 



ERIC 
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Module No: 



1 Approx. Time: 
^1 .hour, 



Ob jectives ; 



^-Modii 
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-Modiile Title; 
Personnel 



Submodule Title :> • 
Supervisory Responsibility 



Topic:. 
Organizing 



Upon completion of this moduie the participant will be able to 
identifp^e organizing duties that he is-^to perfcarin as a 
* 3upery<fsor . • X * 



Instruction'^! Aids: 
Transparencies PT-21, PT-'22 and PT-23 



' Instructional Approacih: 



Lecture . 
Discussion 



References: , 

< ' , * 

1. Harmon § Hilgert, Supervision: Concepts and Practices of 
Managemeiit', Southwestern, 1977. 

2. Boyd, Mani^ement Minded Supervision, McGraw-Hill, 1976. " 



Class Assignments: 



• 7 



ERIC 



14 



Pace 4^ of *4 



Module /Wo:. ^ 



Instr'uc.tor Notes: 



Topic:- 

V)rgani2ing 



1. Transparency PT-21 

2. Trans'pareiiey^T-ZZ 



3. Transparency PT-23 



7 • 



V 



Instructor Outltne: 



r.' Define organizimg*. 

2. Discuss' the supervisor's 
responsibility for organ- 
izing. ^ 

^. Discuss the purpose of 
organizing. 



ERJC 
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Module No: 




^ ^Module Title: ^ 


.• • < 




Personnel 


• 




, SubiTiddule Title: - 

Employee* Management* § Evaluation 


ApprDx. Time:- 






Ih hour3 
f 




Topic: j 
Hiring § Orienring,4^ew Employees 



Objectives: 



r 



Upon completion of this module the pai^icipant will* be able to 
identify the procedures for hiring and orienting a new 
employee! . , 



InstructionaV Ajds: 

Handout PH-17 ^ ' ' Jh . - . / • 
TriinisparenQies PT-214 - PT-30 . . ^ ' ^ - 
Film- - Man or Woman for the Job - availably throug^ U of I filip 
library. Rental, fee $5.55 or Face-to-FaCe Payoft : dynamics, of 
the Interview-available through leva State Library As^oc. 



Instructional Approach: 



Lecture 

DiscuSi^on 

Film § Discussion 



Referenpes : 

1. Haimon § Hilgert 

2. 6ittel 

3. Film 



Class Assignments:"-" 



ERIC 



16 . 



\ 



■7 i 
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Module No :|; 



structbr Notes: 



* Hir^ing § jjj^ienting New Employees 



Film 



Transps^rency PTr24 * ^ 



Handout PH-17 

Transparencies PT-25 - P'i^SO 



|RiC 



Instructor Outline: 



1^; Discuss how the silpervisor 

shpuld prepare for the . 
' • ' interview: 

a. Background information 
^application blank, tests, 

etc.) , . 

b. Interview pl^n r < 

c. Proper physical setti"iig 

d. Putting the applicant at 
ease. , 

2. Discuss how to conduct a . 
legal interview. DcJn* t 

^discriminate. " 

3. * Discuss the importance . of 
knowing (What kind of person 
you ,w^nt for the job. 

4. Discuss the procedures for 
-orienting the new employee. 



17 



V 



Module No: 


■ Module Title; - . / " 




Personnel , .. , ■■ ■') ' - 

* ' • 


^ . • * . . -^^ 


Submodule Titl^: ^ ' * 




Employee Managemen^t § Evaluation 


. Appr^. Time: ' ' 
3 hours 

- , r ■ • 


Topic: ' , . , ^ ^ 
Giving Directions to Employees 



Objectives:. , * . 

"> « * • ' 

Upon completion of this .module ^theWrticipant will be able, to 
identify the j^actors which -.promo^^for prevent effective > 
commitoi^cation within a. work unit. ^ 



- Instructional* Aids: 

* '* 
Handovts 'PH-18,, PH-19 and PH-20 

r 

Transparencies PT-31 - 



Instructional Approach: 
Lecture * 
Discussion 



References ; 
1, li. and 3-, 



ClassAssignmeirts; 
Work sheets. 
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Module No: v 

f * * 


Topic: 

Givijig Directions to Employees 


Instructor. Notes: 


« 


Instructor OutUne: 

— , — — , — , — J- — . — . 



2. Transparent^ PT- 33 "^^^ 

3. Transparency PT-.34 

1 ■ ■ 

4. Transpai^ency PT-35 * 



directing function. 

2. Discuss the characteristics 
of a good direction. 

3. Discuss the type5\of dir- 
ections and where I each is 
appropriate. 



5. Transparent^ ,PT-36 



6. Transparencies PT-37, FT- 38 
and BT-39 ' > ^ " 

7. Handouts PH-18, PH-19'§ PHr-20 



-A 



4. Have the participants 
divide into groups of three 
and discussr how .they oper- 
ate as \Supervisors. ^ 

(10 miiibtes) , f\, 

5. Have the groups report onv 
the conclusions thejr / 
reached. "^^^ 

6. D^iscuSs leadership and . 
communication styles. 

7. Coniplete and disciiss^the 

handouts. , ' * . 

< %■ 
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Module' Up:' 



4'^ ■ 



Approx. Time: 
2 hour§,;:5>^ 



Module' Title: 
, Personnel 



Submodule Title: 
Employee Management. § ^valu^tion 



Topic: - ■ 

Disciplinary Procedures 



ObLjectives: . * 

URonJ completion of this module the participant will able .to 
describe employee disciplinary procfediires. 



Instructional Aids: 
rfandout ^PH-2J^^ 
Transparencies PT-40' 



- PT-45 



Instructional Approach: 
Lecture . . 
Discussion * 



1 



References : 



1 and 2 



1 



Class Assignments: 
Worksheet, 



ERIC' 



20 ' 



1 



«Modu1e No: 



1 



Instructor Notes: 



Topic: ~ } 

* Disciplinary Procedures * ' 



1.' Handout PH-21: Opinions may \ 
vary. 1-T, 2-T, 3-F, 4-F,-5-F, 
6-F, 7-T, 8-F and 9^-F. 



2. Transparency PT-46 2, 

3. Tjansparency PT-;41 / . 3, 
4.. Tr.ansparency PT-42 4-, 
S. Transparency Pt-43 ^ S, 
6.,- Transparency PT-44 ^ 6 
7. '^Transparency PT-4S " '|7 



Instructor Outline: 



\ 



IP 



.^Hi|ve participants complete 
the>quiz on Maintaining' 
Discipline* Discuss each> 
question.. ^ ^ 

. Discuss the major causes" . 
of misconduct. 

; Discuss the- role o£ self - ^ 
discipllbne. . , ^ 

. Discuss tfte guidelines for 
effective .discipline.^ . 

. -Discuss the' supervisor's 
guidelines^ in. discipline 

Discuss the^^S-stage dis- 
ciplinary procedure.. 

Discuss the guides to 
building positivie disci^ 
plinfe.' ^ . \ 



7^ 



erJc* 



21 




1 
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V 



fUpon completion of this module the partiicipant will be j^bl^to 
conduct an employee eyaluation that is ^^gned to .r^ard, I 



Module Na& 



— 



Approx. Time: 
2 hoiffs 



Objectives; 



Modurejitle: u 
Per^'onnei 



Submpfllule. Title: 



EmployeQt'Mqn^gement § '^Evaluation 



Topic: \ 

'^Eva'luatioji Procedures 1^ 



not punish. 



Instructional Aids: 
Transparencies PT-4(5 FT- 56 



^ Instructional' Approach: 

Lecture * ^- . . 
Discussion ^ 
Film (optional) • ^ 



References: 
1 and 2 



Class' Assigniments: 



• 



■ i 



2'2 



- // 

.1' 



—Moduli No: 



s/ 



Instructor Notes 
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[oj^ic: ^ # 
^^valuatidn Procedures 



1. Transparencies PT-46 - PT-51 



2. Transparency PT-52 



3. Transparency PT-53 



4.^ 'f.ransparency PT-54 



5. Transparency PT-55 



6. Transpareipzly PiV56 




Instructor Outline: 



r. 



1. 'Introduce the concept of " 
performance evaluation ajid 
appraisal. 

2. Discuss why many supervisor^ 
avoid appraising eAployee, 
performance. 

3. Discuss wh)^ employee evap- ^ 
uation is important^ to the 
supervisoif*. ^ . 

► Discuss the key uses o9 
performance appraisal . 

5. Discuss formal and informal 
evajiiaf'ions and. the impor- 

, tance of performanrt 

standards . 

' - / 

• . 0 

6. 'Disciiss" the guidelines for 
conducting' an employee 

Ngvalu^tion inte^rview.. 



V. 



er|c 



-23 



. ' f ^ 


1 • • » * 
'/ . * P?rge. 1 of 6 ^ / ^ 

r ' ^ 


- • Module ,No: ' 


Module Title: * 
< 




Personnel * 


V • 


. Submodule Ti*tle: ; 


* .,- 


Employee Trainijig * 

— ^ — ■ — 


5 • 

Approx. Time: 


1 hour ' , ' ^ 


. Topic: V ^ 
Assessing' Training Needs 


Objectives: , 


* ^ : ^ ' ^ — 


Upon completion of this^it the participant will be able to 
identify; several ways to assess training, needs. 


< 

/ 

/ ( 


} 

% \ 0 

\ 






Instructional Aids: 




Transparencies PT-57 - TT- 


59 • _ ■ 

r 

/ 


Instructional, Approach : 




Lecture . ^ * ' 




Discussion 


• 

< 


References^T 

» < 




l^^and>" 2 


< * • 


Class Assignments:. 


4 


\ . 






r 



c. 



* / 
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Module No: 

/ * • ' 


Topic: , 




V 


Assessing Tr'aining Needs 


Instructor Notes: 

t 




Instructor Outline: 


• 1.. Transparency 'PT-57 | * _ " 


1; Discuss {the -supervisor's 

role in training of his 
; ^ workers* 


2, ^Transparency PT-58 

3. Ti^nsparency PT-59 . • 

• 


2. Discuss who needs training 
and why emplo]S^ees rfeed 
training. / 

3. Discusl>now to determine 
.training i\eeds. 

a " 
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Module No.: 



Approx. Tinae: 
Ih hojir 



Objectives: C> 



Personnel 



'Sflbmodlile Title: i I 
^Employee' Training 



Topic: 
Types of Training 



Upon completion of this^^oodule the , participant will be atrie 
1 to identify and describe the types of training method's that 
cart be utilized . ' . _ : . 



"1 




Instructional Atjjs: , 
Handouts PH-22, PH-2S arid PH-24 
Transparencies PT-6b and FT- 61 



IT 



Instructional Approach: 
Lecture 
Di^ussion 



References : 
1 and 2 



^^^^ 

c 



■i 



V 



"Class Assignments : 



' id 
, ERIC 
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Pace 4 of 6 



Module No: 



.Instructor Notes: 



Topi£: 
Types of Training 



I,.. Transparency PT-60 



2. Transparency PT-61" 



3. Handout .PH- 2 2 



4. Handout PHr23 



5. Handout PH-24 



P 



Instructor Outline: 



1. Discuss the types of train- 
ing the supervisor may be 

^^abj ^ejr to use with hi^ * 
;^li|^loyees.- 

2. Discuss the characteristics^ 
of a good trainejr. 

3. Disqass the process *the 
sujp^rvisor needs to go 
through in getting ready 
to 'train eipployees. 

4. Discuss conditions favor- 
^able^to learning. 

5. Discuss ^the Four-Step 
Method of Training. 



r.- 
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Module No: 



Approx. Time: 
Ik hour 



Module^ Title: 
Personnel 



Pag e" 5 o f 6_ 



Submodule Title: 
Employee Training 



Topic: •' ■ ^ 

The Hollow Square Experiment ' 
' ^^—^ — 1 



, Objectives:. 

Upon completion of this module the 'illirticipant will be: 
1. More aware- of the' crucial role of communications when 

giving or receiving instructions for carrying out a task. 
Z. More aware of the dynamics involved in planning for the 

accomplishment of a task which will be carried out by 

others. 



. Instructiorral Aids: 



firiefing sheets 

Hollow square puzzle pie<ies 

Instructor's directions 



Instru.ctiorfttl Approach: 
Experiential 



, Refe^nces: ' ^ ^ | Z I ; — 

J- Williams Pfeiffer and John E. Jones, A Handbook of Struc- 
tured Experiences for Human Relations Training, Volume llh 



Class Assignments: 



ERIC 
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Paoe 6 of 6. 



Module- No: . 


Topic: f ^ 

• * * 
Hollow Square Experiment, ^r-^ 


Instructor Notes: 




Instructor Outlirie: - 



1. The instpic*or should thor- 
oughly familiarize himself 
with this ej^^rcise^ Instruc- 
tion srieets afe provided in 
the packet. > 



1. Introduce the Holjow 
Square Experiment. 



/ 



/ 
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ilodule No: 



Approx. Time: 
1 hour 



^ Module Ti 



PersTonnel 



Submodule Title: [ ~^ 
, Contractor Supervision 



Topic: 

Propter Supervision of Contractors 



Objectives: - " ' 

Upon cempletion of this module^ the participant will be ablV 

to identify his role ai^d respon'sibility for the proper 
> supervision of service or work contracts. ' * ' 



Instructional Aids: 
Transparencies FT- 62, PT-'63, PT-64 and 




/ 



\ 



Instructional Approach: 
Lecture 
Discussion 



References: ^ ' \ 
Construction Inspection Guide, Voliune I, 1976. 



Class Assignments; 
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Module No: 



Instructor Notes; 



Topic: 



Pap e''.2 Gf 1 r 



Proper Supervision of Contractors 



— ' — \ 

1. Transparency PT-62 

2 . Transparency .PT-63 

3. Transparency PT-64 

4 . Transparency ^T^dS 



erIc ' 



Instruc;tor Outline: 



1. ^Discuss the role of the 
supervisor in contractor^ 
supervision* 

2. Discuss the responsibility 
. of the uspervisor in conr 

tractor supervision. 

3. Discuss the, authority of 
the supervisor in contrac- 
tor superviision. 

Discuss the questions a 
supervisor should ask him- 
self ih dealing with the 
contractor. < ^ 
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EXAM QUES'HONS 



PERSONNEL ; - % ' \ 

1. Name the five fiinctioHS. by which a supervisor gets a 
job done through others. 

\ - ■ • - • ■ 

2. List jsojne of the benefits of careful planning by .the 
supervisor. / . ' • 

3. Discuss the difference between. longrrange and short- 
range, planning and the supervispr's role in each. 

4. *What is the significance of the Par^to Principle? * 

5. Jiist three time management problems that you have and 

. .briefly describe a possible^ solution.,,^^ ^ 

6. Why should the- supervisor learn ,t^ delegate effectively ? 

7. List three reasons why many supervisors do not dele- 
• ' gate effectively. 

8. Discuss how the supervisor should prepare to inter- 
view a prospective new employee. 

• *" * » 

9. L\st three benefits of a good orientation program f or ^ 
hew employees. ' , ^ 

4 

10. Discuss the char?icteristics of a good directive. 

lit. What are the four types of directives? . 

12 i What is ,the best kind of ti^ci^i^ne^ " j 

13. Name three ways the supervisor can build positive 
disciplined / \ - ' 

14. Name three key uses of employee performance^ appraisal. 

15. List two reasons why presfent emplt>yees may need training 

16. What ai;e the four steps the four-step method of. ^^^^ 
•"training,? ^ ' * 

17. What is the, role of the -supervisor in contractor 
•sut>ervision? ' ^ 



'THE' "HOLLOW SQUAR^"^ B^CPERIMENT 



s 



GOALS 



I.' To becTome aware, of;. the d>thamics' ijivolve.d in planning for 
the^ accompiishment of a. task which will^be' carried *out 
by .others . ^ r ' , • • '/ ^ 

,11. To become avare of th? dynamics involved in carrying out 
. the' planned instructions of others in accomplishing a task. 

III. To become aware of the crucial role of communications when 
giving^ or receiviirg instructions tor carrying 'Out a ^sk. 

GROUP SIZE / ;^ ' 

>< * 

No more than twenty-three members in a single experimental 
group. Two or more groups of up to twenty-three members each may 
be used if a competition situation is desired. 

TIHE REQUIREEi ' • . . 

Approximately on houx.. 

MATERIALS UTILIZED ' •# 

I. Planning Team Briefing Shee^ for each individual .on a 
. ' ^ planning team. , ' , ' 



ir. Hollow Square Patterns for each individual on a planning 
team. « * 

^III. Hollow Square' Key for eacli individual on a planning ' team. 

IV. Envelope containing four of sixteen puzile pieces for each 
* individual on a planning team. Each envelope contains 
pieces with the same code letter, as designated on the Key 
(four envelopes). ^ * * 

V. ObservatioiyTeam ifriefing Sheets and Observer Notes for 
each individual on an observing team. . , * 



iiR^^^i< 



VI:. Operating TeamrBrief ing Sheet? for each individual on an ; 
operating team. . • ' ' ^ ^ 

VII. Penc3.1s for all group mpmbersl ^ . ^ 

,VIII. Small table (card table size), for eacH .Experimental grpup^ 




PHYSICAL SETTING ^ . . 

\ * * 

' Rooift *large enough to accommodate the experimental groups 

• comfortably with- access to other rooms where the planning and. 

'operating teams can t)e isolated. I£ two or more experimental 

groups are competing, choose the size,o£^the room in proportion 

to the numbijer of participants* Tables should be set up to become 

the center of activity; individuals Should be able to move freely 

. arowd them, 

- PROCESS ^ - ' . • " . 

I. The facilitator selects four people for the planning team 
and sends them out of the room to be isolated. #' » 

The facilitator selects'^our people "for the operating team 
and sends them to another room. This' room should be com- 
fortable, since this team will have a waiting period. 

III. The facilitator designates thosier-^nembers lef t -^up to *f if - 
teen) as the observing team. He gives each individual a 
copy of the Observing Te^auj-^ief ing Sheet and allows them 
time to read it. Each member of the observing/team chooses 
one member of each of the other teams to obseflve^i^^ 

IV.. The facilitator explains to the observing team that they 

will gather around- the, table where the planning and operat- 
ing teams .will be working, and that their* job will be to 
observe, take notes, an.d Fe r-eady- to discuss the results' 
of the expei^iment after the operating team has .finished. 

V. The^facilitator then brings. in the planning team, gathers 
them aroilnd the table, and distributes puzzle pieces, 
envelopes. Planning X^arn Briefing Sheets, Hollow Square. 
Patterns and Keys^To each individual on the team. 

VI.- Following this distribution of materials, the facilitator . 
exf)lains to the planning team that all the necessary 
^ ' ^ instructions, are dn the Briefing Sheet 'but that he will 
^ be there to answer questions. The facilitator answers 

all questions, if raised, with the phrise, "All you need 
to know is on the Briefing Sheet/' ^ 
• ^ ' ■ , . 

VII. The facilitator then cautions the obs>&rving team to 
remain silent and not to offer clues. 

VIII.. The experiment proceeds of its own accord, including sum- 
^. moning of^ the operating team without further instructions! 

. ' from the facilitator. If -a^ competition situation has' bgen 

established, the facilitator has ^he responsibility of tlm- 
- ing the experimental groups from the moment Step Seven h&s • 
l)een completed until the experimental groups have completed 
the assembly of .the/hollow squares. If an operator team 
is not finished at f the end of 10-12 minutes , you may. need 
to call tim^ in order to have time left to discuss, the 
• exercise before, the ^ssion must close. 
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Discussion of the Exercise ' \ - . 

\ Call upon the observers' for /comny^nts, *the planners and^ 
operators for their reactions, and* add your own^bserva'f ions* 

' There are several points which can be drawn out^f this ' 
exercise which may. not be raised by others^ O^^n^ planners ' 

^ build actifilplal constraints; that is,, they asstlme, there 
^rie things they cannot do, which, in fact, are not' forbidden. 
For example, it. is permissible for them to draw V detailed 
design on the Pattern Sheet ct^draw a template bn the table , 
or on another sheet of paper. \^^is only the Key SheeJ: ^ 
which they cannot show the opei:ators. ' Secfdndly, planners 
usually wait unti4 most of the twenty-five minutes as gone 'y!: 
before they bring in -their operators to instruct th.em . . 
When planners choose to bring in the op^ators earlier (or 
when the operators come in on their own, as. they sometimes • 
do) often more effective instruction' occurs. Thirdly', -yery - 
often this exercise demonstrates the differences^^ln effec - ^ 

Xtiveness of various methods of instruction ^ Some'planners 
will choose, to write out detailed .instructions, others will 
use oral instructions, others will visually d%mon5Trate the 
instructions by positioning the pieces of the puzzle on 
their work surface in some fashion, and still .others will , 
use sketches to reihfbrce their -rTns^ructions. Often there, 
is a dramatic difference in the eife.ctiveness^ of the methbds 
(demonstrated by how the operatol^perform) , and this' helps ' 
to emphasize the point that it Js important to select a 
method of instruction which\,is' mpropriate for the task. 

' Summarize the exercise by tying back/into tii'e majbr 
points of directing and training which this experienpe ^ 
has illustrate*. ' ' . 



■ . - , - . - <^ V ' 

HOLLOW SQUARE PLANNING, TEAM BRIERING SHEET ' - 

Each_o£ you will be given a packet containing four cardboard ''pieces"-^ 
which, .when properly assembled with tha^pther pieces heldjby mem- 
bers of your team*, will make a 'hoi low* square design.' It * 



YOUR TASK 



^)uring a period of twenty-five minutes you'are to do the'^oll^JVr 
ihg : . • 

1. Plan how the^sixteen pi-eees distributed among''>^ou should/be 
assembled to make the design. , ^ ,r • ; . - 

-2. Instruct your OPERATING TEAM on how^'to irtplement your plah J 
. (you may begin^ instructing your OPERATIC TEAM at any time 
during the planning period--but no later than five minutps 
be£or.e they ar^ to begin the a:ssembling process)/ 



GENERAL RULES 



You must keep all- pieces you have in front of'Vpu at all 



nmos. 



2. You may not touch or trade pieces ,vith other m^atb^rs^ of 
your team during the planning or instructing phase 

y,- You may not show the KEY at any time.. . ' . 

: . ' " ■ ' y * 

4. You may not assemble the entjire square at any time', (this 

iS to be left to your ^^erating. team). ' 

5. . You are not to mark on any of tlie pieces. ■ e 

6. Members of your operating te^^ must also obsferye "the 
above rules.*' . * A I ^ ' 



7. When time is called\£?|t your team to begin, assembling the 
pieces you may give \o further* instructions / but you are 
tp observe the operation.. 
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HOLLOW SQUARE OBSERVING TEAM BRIEFING SHEET ' 

Yoti will be observing a situation in which a planiiing team decides 
how to solve a problem- and gives. tins tructions to an- operating team 
for implementation. The problem <cbnsists af assembling sixteen 
pieces of cardlioaird into the form of a. hollow square. The planning 
team is supplied with the general layout of the pieces • This team 
is not to assemble th^ parts itself ,'bu| is tp instpuct the operat- 
ing team on how te assemble the parts i^ ^a minimum ^ount of time. 
You, will be silent observers throughout the process^' 

SUGGESTIONS: ^ , ' ■ ^$ J 

1. Each member of the observi»g^eam should watch the general 
pattern of communication but give special attention ^to one 
. member of the planning team (during the planning phase) and 
one member of the operating *team (during the assembling 
period). • ^ 



2. During the planning period watch for the folfowing behaviors: 

a. Is there balanced participation among planning team ^ 
members? • ^ . ' ^ 

b. What kinds of . behavior block ori facilitate' the process.?* 

; ■ 



• \ 



c. How does the planning team divide its time, between 
planning and' instructing? (Howearly does it invite 
the operating team to come in?X 



3< During the instructing period wa)tch for the following 
behaviors: ' - ' ' 



a. Which member of the plaJmipg team -gives the , instructions? 
How was this decided? 

h\ What strategy was emplpyed in orienting, the. operating * 
' team to the taslf? ' * ' , 

c. What assumptions made by the planning team x/ot com- 
municated to the operating team?x ' , \. ( 

d. ' How effective were the instructions?' ' ) : 

e. Md the -operating team- appear to feel free to ask- 
qu^ls^ions of the planners? * ^ ^' - 

'4,. ^During the assembly period, watch for the following behaviorsV 

a. What evidence do £he operating team members ^lltistrate 
that instructions were clearly understood or misundef- 
stood? ^ • ' » 

J ^ * b. What non-verbal reactions did planning team members ^ ex- 

hibit' as they watched their plans bej^iig implemented or 
O disiijrted? . . » 
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HOIOiOW SQUARE OPERATING TEAM BRIBING SHEET 



if ^ ' J 

You will have responsibility for carryirfg out a* task for four.^ 
people according to instructions given by your planning team/'* 
Your planning team may call ,you iji for instructions at any 
time. If they do not summon yoti, you are to rpport to them 
anyway, r Your task is scheduled to begin exactly ..twenty-five 
minutfes fxbm now. After that, no further instructions wilJL 

permitted* ^ , ^ 

You are to finish the assigned task as. rapidly as possible. 

Duringl the peripd wheiv you are waiting for a call from you 
planning* team, it' is suggested that you discuss and make notes 
oh the fpllowing questions: 

a. f What feelings and concerns do you experience while waiting 
foj instructions for the unknown task? 

bv ' HoV can the four of you organize aS.a team?* 

The notes recorded on the above- will be helpful during the. 
discussion following the completion of the task. 
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r ' ' ':■ 

An example of that is the farmer who set outr-to pl-ow his "south fort^^*'-.. 
one spring morning. That was an essential job?* But listen to' how he went ' 
about dQing it. . ■ ^ • ■ . 

"He started early to; fuel his tractor. Then he found he needed more 
fuel so he went to the barn to get it." - , 

"On the way he notices the pigs hadn't been fed. This sent hiji to the'"' 
corn crib, where he saw some sacks. This reminded him that the potatoes were 
sprouting. So he ;start€$ for the potato pit. As he passed the wood pile, 
he remembered that his wife wanted some wood for the house. While he was 
picking up some sticks, he spotted a chicken- that was ailing. So, he dropped 
the wood and went to the aid of the chicken," ^--^ ' 

"When noon arriv^, the tractor was still in the^arn and the »south 
forty' was still unplowed." ^ ■ ' « 

Poor fkrmer. He worked hard .all morning and yet he didn't accomplish ' 
a single thing,. 
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BENEFITS OF GOOD PLANNING 



!♦ Higher production 

2. Lower costs 

3. Satisfied employees 

4. Decreases misunderstandings and confusion 



5. 
6. 
7. 
8. 
9. 



1^0. 



1 
12. 
13. 



Lessens pressure from above 



High quality work 

Improves safety^ - decreases accidents 
Increases chance for promotion and^ advancement 
Better coordination ^ 
More" effective contr.ol of operant ions 
Easier delegation ' . 

More (economical use of resources / 
Increased personal effectiveness 

14 . 4js^ Tende^ncy toward improvement 

15. ' Other . ' " 




THE RpLE.^OF THE SUPERVISOR' IN PLANNING 



What are your nfajor 
responsibilities 
as a supervisor 
for .planniiTig? 



What are some problems 
you have in fulfilling 
these planning respon^ 
sibilities? 



GUIDELINES FOR WRITING PERFOR^SNC^STANri'ARDS ' ' 

' ■ ' i 

Base standards upon results which are related to. tasks ^ 
and respohsibilities of the position. 

• » - 

Base stan^^rds updiT ineaningful and ifeportlRit elements 
of those tasks "and responsibilities. 

State standards in measurable or observable terips. 

.* 

Be specific about target dates and quantity and quality 
of performance,, as ajppropriate. . 4 • v 

'« 

Incflude references to applicable manrffers or conditions 
of performance, such as policies, standards, or procedure 
of the organization.. ^ , 

Use a form for expressing measurement which is suitable 
for the standard:, positive ^^negative or zero expressions 



Sampl e - i^t anda'rds . 

Prepares for posting by end of workday, with no more\ 
than one corrected error per page, all letters received 
to within one .hour of clashing, unless given other 
priorities by supervisor. 

Completes orientation of new employees according to the, 
city's orientation checklist within one week of 
employee's beginning date for at least- 95%. of the new " 
employees. ^ ' - * ^ ' ^ 

Places orders for all office supplies, using the city'-s 
approvBd procedures, so that there aje no instances 
where the regulajr supplies are ^exhausted. 

Follows all federal and state gui^4elines for hiring f 
practices so that the city ha;5 no more than one comj^laint 
per year of discriminating practices from job applq.cants. 



GUIDELINES FOR WRITING ^OBiECTIVES 

e 

Be"' brief and to the point; intiltide only one major item, 
in each objec/tiv'e, ^ 

Use an action y^rb to describe the expected result. 

Specify a time frame or target date for completion* . • 

Specify limits in use of resources (money, personnel, 
equipment, ^s appropriate). ? . . . 

. Specify ^results to be achievjed in measurable q«^. observable 
terms. ' * ♦ : 

Choose, areas o.Ver which yo^ have, direct influence or ' 
control; don't writ-e objectives that only* other units or 
people can accomplish. 



objectives realistic ia^terms of previous |>erformance 
1 responsibilities of^xhe unit, and existing resources 



Make 

total respunsiDi±iT:ies or^ xne unit, ana existing 

Include enough challenge in an improvement or change 
dbjective to make it worth formulating. 

Select objectives which are supportive ^ and consistant wi.th 
overall organizational missions and- obj ectives. 



Sample Objectives 

To.incr4a%e by 151 the average number .of chuck hole| which 
the creir fills per hour, measured* over a ' three, monifib 
period, with i>o increase in crew . size. ^» % 

To decrease 20% the amount of ^lost work time due to 
on-thei-job injuries during the next 12 months. 
» * 

To decrease by 121 the total dollar amount of tools which* 
are lost or stolen dui^ing the nex^ 12 months. 

To increase tKe xiuality of building cleaning se,rvice by 
scrubbing- and waxing each' floor surface in the building 
once every three weeks with no increase in personnejl or 
^equipment and no decrease in^other services. 

• ' 'i . 
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'^^■^ • ' A D A f I N T H £ ■ L I F E 

. 0 F- A . • . ' ' 

. SUPER-MARK E T M A N A 6^ R " • 



PRESENTING. A BUSr PAY — TYPICAL AND TRUE IW THE LIFE OF ONE TODD 
ROBERTS. . ' " • ■ K' ^ 

it's a beautiful MbRNING — ' ONE .OF THOSE "gREAT7T0-BE-*a£i-VE" DAYS. 
TODD IS RARIN TO GO. HE HAS BIG PLANS. THIS IS THE DAY WHEN HE'S ' 
GOING TO .CATCH UP ON ALL THAT PAPER WORK-. HE LL DO THAT SPECIAL REPORT FOR 
SURE TODAY. .HIS INTENTIONS ARE THE BEST. BUT WHAT TODD IS OVERLOOKING IS 
THAT.. FEW DAYS GO AS PLANNED. 

Di^WE SAY SOMETHING/ ABOUT *THE BEST LAID PLANS?" 

that's BOB^ one of his associates, he LOOKS FLUSTrERED. S0ME30DY 
DISCONNECTED THE FROZEN FOOD CASE. . • • 

WHAT A STA^ well:, TODD'S REAL COOlNiN EMERGENCIES. HE'LL HANDLE ' 
THIS ONE ALL RIGHT. BUT WAIT' THIS IS NOT THE ONLY EVENT INTERRUPTING TODD 
AT THE MOMENT. . - 

I 

' HERE COMES A CUSTOMER . . . < . AND SHE GETS TOP PRIORIJY. ■ - \ 

* ' - . * * * 

.MAY HE HELP ^HER!^ YOU SHOULD HEAR THAT WOMAN TALK. ' ' 

» * ■ .J 

she's telling HIM ABOUT LOSING HER BRAND NEW HANDBAG. , SHE* HAD $48.25 
"IN IT WHEN SHEt^A^lE INTO THE STOJ^. . ... 

THE TROUBLE ALL STARTED" WHEN SHf STEPPED OVER TO GET - A JAR OF THAT^ 
SPECIAL ON RASPBERRY PRESERVES. WHEfi SHE GOT BACK TO ?flE CART^ THE BAG 
WHICH SHE HAD LEFT IN THE SHOPPING CART WAS GONE. ' 

NOW SHE WANTS TpDD TO DO SOMETHI/<G ABOUT IT AND QUICK. 

? . , ■ 

TODD WILL. BUT SITUATIONS LIKE THIS HAVE AWAY OF TAKING TIME. 

- CUSTOMERS ARE WONDERFUL; BOT**SO IS STORE PERSONNEL. . AND^ ABOUT NOW^ 
ONE OF HIS ASSOCIATES' WANTS HELP AND A BIT QF COMFORT. YOU SEE^ THERE WAS 
A CRASH. ' n ■ ' ' . ' 

SOME KID TAKES A -BOX. OFF THE BOTTOM OF^JHE STACK. > .. ' 

SWEEP IT UP . . . 'OR BUIUQlJT UP?* TOD& HAS TO MAKE^A DECISION. YOU 
SEE^ TODD S JUST HAD A P|lONE CALL. SOME OF THE VISITING %RASS- ARE ON THE 
WAY OUT TO SEE HIS STORE. ■ 

"thanks' FOR SHOWING US AROUND.'" 



K .' * . ' ' ' ' 1 

• TODD IS PROUD OF THE ORGANIZATION. HE SHOWED THEMTHE STORE FROM TOP 
TO BOTTOM'— STEERING THEM AWAY FROM THE SCENE OF THE- ACCIDENT^ OF. COURSE. . 



. AFTER THE GOOD-BYES. TODD HEADS BACK TO HIS OFFICE AND THAt SPECIAL 
PORT. REMEMBER? TODD S BEHIND SCHEDULE NOW.. SOON HE LL BE I^UNNING TC 
JCH'UP.^ ' ' X%- 

*. he's HARDLY STARTED WHEN HE HEAR» TWO 'gIRLS ARGUINg/ WHAT'S IT 
ABOUT| IT SEEMS THAT PAT IS TRYING TO TELL ANN HOW TO DO 'HER WORK. 



ALL 

AND ANN 

DOESN'T LIKE IT ONE BIT. ' ^ 

ABOUT THLS'POINT^ TODD PROBABLY--WISHES HE WERE RUNNING^ ALL RIGHT .. . . 
ONLY THE OTHER WAY.. BUT THAT S NOT REALLY OUR TODD^ BECAUSE HERE HE COMES.' 

TODD HAS TO BE BOTH JUDGE AND JURY. IT's NOT GOOD TO HAVE EMPLOYEES 
QUAR'RELING. TODD LL DO HIS BEST TO GET THIS STRAIGHTENED OUT BY SEEING THAT 
THE TWO GIRLS GO OUT OF HIS OFFICE FRIENDS AGAIN. " . 

THE DAY^S NOT STANDING STILL. LOOK AT THE CLOCK ANtf THEN AT THE PILE • 
OF WORK- THAT JODD STILL SEES ON HJS DESK. 



AND JUST WHEN TQDD THOUGHT' HE HAD A SMOOTH-WORKING TEAM." 
ONE WHO S LOOKING FOR A JOB iTl A SUPERMARKET.? 



KNOW PF AflY- 



THAT S TODD ,S' WIFE. SHE- S CALLING TO TELL HIM THAT THE BABY IS MISSING. 

WHA-L SHOULD SHE DO? . • " . • . 

COULD ANYTHING ELSE POSSIBLE HaI^PEN? OR IS TODD TEMPTING FATE? 

.WELLi I CAN SEE SOME OF YOU SAYING TO YOURSELVES: "tHAT TODD ROBERTS 
HAS NOTHING ON ME. YOU SHOOLD SEE SOME: OF MY DAYS. 



4 , 
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s 

Fre- 
quently 


Some- 
times 


1 

Sel- 
' dom 


■^ « * * 

TIME MANAGEMENT INVENTORY > ; 








^ * . ' 'Vi»* \ » 

1 - Scheduling work you like to do ahead of work 
you need to do» ^ 


i 






2 - Starting a job before thinking it through. 


t 

A 






3 - Doing things that can be delegated to others. ' 

- • - VJ 


« 






4 - Doing thin^5 that actually aren^t,part of your'' 
job. . . 






• 


5 - Doi^^ things that cdn be better handled by 
modern equipment. . ' 








* i 

6 - Reading trade journals, newspapers, ^etc. during 
prime business hours. 






« 


7 - Doing marginal things ftom sheey habi^t. 




• - 


4 

* 


8 - Keeping too many and too complicated over- 
lapping records. • - . 

* • 

* 






• 


9 - Piirsuing projects you probably can't achieve.* 






• 


10 - Paying too much attention, to low. yield projects. 




ft 




4 

XI - FailinjJip anticipate poS^sible crises. 








12 handling too wide a variety of duties. 

' * . ^ 








13 - Shrinking from unfamiliar duties. 

— ^ ^ 




♦ 




14^ Failing to buifd bal-riers against • interruptions. 








15 - Allowing conferences and discussions to winder. 




• 




16 - Allowing conferences and discussions to con- 
tinue after .purpose is fulfilled. , ^ ■ - 
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Fre- 
quently 


3ome- 
^ times 


Sel- 
dom 










17 " PnTi<1iir*t*'iTi<7 iiTin p r* ick c c o t*v r\y tnii-T'CT i nfl 1 vnliiA 

JL I \j\J *L\J,VX\^ U J.ii^ tliiiiC O D d X y w X 11(0. X ^XiiCLJL VdXlXw *- 

•meetings, vi'sitsf phone calls. * ^ 








i ' ■ - « : ^ ^ 

are in. \ . ■ - ' ■ 

V ) ■ ■ 




f 




" 4 

1 Q — F.n O'flQ'iTio' in' nPT^nnal wn tV ot 'jpntivpT' q Ji i nn q 

lalL^a^ XXL^ XXL ^ ^ X O \J itCL X rt\J X ^ wX ^^V/iiVCXOCiUXwlld 

' before starting business work. 

'-^ — - — '-^ v--^ — 






■ 


20 - Socializing at length between tasks. ^ • 


points 


10 * 
points 


p^oints 


TOTAL SCORE 


• 


» 




^ •/ 
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"Time Wa 



Possible Causes and SoIutiojrs^V 



The following "time wastersV^feave b^^^ to be th©^ inost commonly 

•-encountered by management personne^and|^^tension workers^. In. addition to 
these time^ wasters, possible causes and solutions are listed as ways of 
correcting the problems. This list is liot complete but rather ?i list of* 
those more frequently encpuntered. ; • , • 



Timr^Waster - 

1, Lack of planning 



r 



Possible Causes 



Failure to see the bene- 
fits 



Aption orieritation 
Success without it 



1. Lack of priorities 



3. Overcommitment 



. Lack of goals and 
, objectives 



:eT^sts 



Solution's • ^ . 

Recognize that planning 
takes tiine but saves time 
in the end.- ' 

Emphasize results, not" 
activrEy^ 

Recognize that succesjs is 
often in spite of, not 
because oj^, methods. 

Write down, goals and 
objectives. Discuss pfipfr- 
ities with subordinates. 



Broad intei 
Confusion in priorities 
Failure to set priorities 



Say no. ^ ^ ^ , 
Put first thin&s fir 



ir/t. ^ 



4. Management by 
crisis 



0. ttfsir 



Lack of^planrfing 
UnrTBa^listic tiW estimate 



Develop personal philosophy 
of time. .Relat^'priorities. 
to a schedule . of events. 

Apply' the same solutions 
as^ for lack of^planningJ. . - 

Allow more time. Allow 
for interruptions. 



Be opportunity oriented. 



A 



5. Haste 



ProUlfem orientatio^"^ 

^' • ''rV ■ " • /Sr. - 

Reluctance of supordlicates Encourage fact tran^tniss-ion 

. to break bad neV^ . • ^ of information as. essential 

. for timejy corrfecfive ' 

..'■rV' action. 

. ; ■ 4 . \ • • y" 

Impatience with detail - Take time to "get it right.. 

J 'Save the time of doing It ; 

>r '. ^ over . ' ' " . ' ° " * . 

^Responding to thi^ uifgent - Di.stinguisjh be*tw€„en the 

" important* 

Lack of planning aheaji - ' Tak^ time to, plan. ,It 

' ' repays itself ^any times' 

' over. .'. . ^ 
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Time Waster 



6* Paperwork and 
reading 



Possible Causes 



Solutidns 



Attempting too much';ih too 
little time . ' / 

Knowle^e explosion- ^ 



Computer it is 



Failure to screen 



JVttempt lpss\ 
mpre. 



Delegate 



7. Routine and trivia Lack of priorities 



J 



8\ Vis*ors 



9. .Telephone 

\ ■ 

10. Meetings 



ERIC 



Over surveillance of 
subordinates 



Refusal to delegate; 
feeling of greater secur- 
ity dealing with operating < 
^ detail- 
Enjoyment of socializing 



Inability to say no 



Lack of selT discipline 



Desire to be informed and 
involved 



R^^d selecti\^e\y, , 

j^ekrn. speed r^eading; - ^ 

Manage computer d,ata by 
exception. 

Remember the Pareto ' ^ 

principle. Delegate read- 
ing to subordinates. [ 

SQt and concentrate on, 
goals. Delegate nonesSenr- 
tials. 

Delegate; then give sub- 
ordinates their head. - 
Look. to results, nof de- 
tails or methods Ji' 

Recognize that without 
delegation it is impossible 
to get anything done 
through others. 

Do it elsewhere. Meet 
visitors outside. Suggest 
lunch if necessary.^ Hold 
stand-up conferences. 

Screen. Say no. Be un- 
available. Modify the open- 
door policy. ) 

Screen and group, calls ♦ 
Be brief. 

Stay uninvolved with all . 
but essentials. Manage 
by exception. 



Fedr of responsibility 
for decisions 

Indecision i 

Over c ommun i ca t ion 

Poor leadership 

5i 



.1 



Make decisions without 
meetings'. 

Make decisions even' when 

some facts are lyssing. 

Discourage unnecessary 
meetings. Convene only 
those needed. 



Use agendas. Stick to '.the _ 
subj ecto pia Prepare .colicise - 
minutes as soqt{ as possible^ 



c 



Time Waster 
ll. Indecision 



Possible Causes, 

Laf k of confidence in the 
factk' \ . _ . , 

Iji^i^tence ,bn all the 
facts-paralysis . of 
analysis 

, Fear of the consequences 
of a mistake 



Lack of a rational deci- 
sion-maTcing process 



LaLck of delegation Fear of subordinates'* 

inadequacy 

Fear of subordinates ' 
competance 



Work ov^load on 
subordinates' 



Solutions \ . 

Improve fact-finding and 
validating procedures • 

Accepts risks, as inevit- 
able* JDecide without all 
facts. 

Delegate- the right to be 
wrong. Use mistakes a^ a 
learning process. 

Get fact^, set goals, 
investigate alternatives, 
and "negative consequences 
make the decisix)1i and 
implement it. 

■ 

Train. Allow mistakes. 
Replace if necessary. 

Delegate. fully . Give 
cr8=[it. Insure .c6rpo:^ate 
grQijLth to maintain 
challenge . 

Balanpe^ the workload. 
Staft up. Reorder 
priorities. , " 



Sourte: Adapted from. The Tdme Trap . McKenzie, 1972 

C. W. Lifer --Ohio - \ 



The Time Of Your Life - Film 



Lakeino's suggestions for better using time Include: 
.1. List^goals and set priorities. , ' ^ 
, .2. Make a daily ^'To Do" list. 

3.. S^art with A*6; not with C's. 

4. Ask Lakein's question, "What is the best 
use of my time right now?" 

5. Handle each piece. of paper only once. 

6. Do it now! 

r . 

Additional Notes on the Film . . . 




r 



r 
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SETTING PRIORITIES 



Group A - Must Do's - Those t^sjcs you musj Mb ^bir seriouK.^ . 

^ . . consequences ma/ occur. Spjjie l^f \ * 

t thes4 can be delegated. « * * , 

^Group B - Should Do*s~^^\Wse tasks you should do^^ ^ 

. * ^ kefep the normal wheels of* progress > i ^« 

' moving. Many of tHese should be ^ * ^: 

' delegated. A Should po may becoAe ' 

- . ^ a..^st Do after a period of timpj 

^ . ^ if i!bt completed. * . 



•Group C - Nice To Do'^- If you rarely did them or never 

' did them, no serious consequences^ 

' ^ W0UI4 occur. -'^ ' ' ' 





,,, / 



1^ 




V 
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''t\ME ANALY^iS.^W&RK SHEET" 



' What items am I spending too much 
^ tyne on? • ^ ^ 


ImaA: am I doing that does not 
n^ed to be done at all?^ 






I 

■ I 1 «■ 




What items am I spending too 

^ JL U L X w L XJilC? Uii • * 

f 


What am I doin^ t ha t'^ could be 
done bet ter/-(illore '^economically, 
more ef f e<rtively) by others? 


/ 

* 

, • * a 


^ * 


Items in vhich I can make my most 
important savings. 


Ways by wfiich I can • consolidate 
my available time^^' 

r ^ • 
• 




; ^ ^ ' 


Other ways ^in whicK"^ '! can make 
effective time'^'Savings. 


Other suggestions, ^" > " '^ 




< 


■ 


• 
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. ' Working With Your Secretary 

There is nothing -t-hat ..can save time for a department chairman .more than 
a good secretat^y. Today ^s effective secretary must be . knowledgeable ^ and 
ceffective in the management of people as well as of paper and pushbuttons. 



"How does yjwr sepre-t/ary rate? 



Yes No 



1, Does your secreatry know the full range of your respon- , 
sibili^ies arid activities in your 'organization? Does 
she understand your* personal geals and ambitions an<i how 
they fit in* with the department's^ objectives? 



4- 



Can you leave the office fof^as much as three or four 
weeks, confident that' you business and piersQnal affairs 
will be conducted responsibly and expeditiously ,in your 
absence? 



Z.'Does she help yCu organize your time, coordinate, ypljtr 
-^ appointments and schedules, meet your deadlines - aHl / 
witTiout nagging and pestering you? Is she her^self a ^. ' 

Svell-ofganized person? ^ . \^ 

4^ Does she- initiate,^handle arid .follow through on projects, 

without yoilr having, tlv. remind her about them? 

5. Is she tdurtfeous , hel*pful,- respectful and solicitous of 

your /business associates, ^visitors,- clients and custo- , 
Tiers? Do they spi^ak of her favorabl;^? / 



6. Is she imaginative? Creative? *Does she present ori- 
ginals ideas^ for your consideration? Does she suggest 
new ways to .improve your work? Does she suggest new 
systems or procedures? ^ 

?• Is. she resourceful'.? Does she show initiative^ in getting 
past a problem without running ^to you with her trouble? 

8, Does she move paper efficiently? Can she tactfully pry 
loose papers and projects that have^ remained on your 
desk too long - and that other executives are- waiting^ 
for? Does. she shake loose data oth jr executives are 
holding and that you are waling fo *?*^ * . 



*9. Are her -^basic secretarial skills^ (such as filing, 
stenography and telephone Planner) beyond reproach?' 

♦ 

10', Is she calm in a crisis? Gracious when tension mounts? 
When the pressure is on ajid you lose your temper or' 
self-^composure, does she shrug it off arid continue to 
function as well. as befote? . - ' 



11. Do you have her absolute loyalty and confidence? 

Can you trust her with confidBntial information, both 
personal and. business? * . ' 

12. Does she read Widely and knowledgeably , bringing to. 
your attention published items pertinent to your 
.business or personal affairs? 

J.3. Is she a valuable source of department information, 
obtaining facts that would be. difficult , ^wkward or 
impossible for you to obtain on your own? 

14. Do'es she have a personal self- improvement program? , 
oDoes she try to learn more about your department, ybu^ 
particular* job , yotir students or your type of work? 

15. Is sh^e articulate? Does she express herself well in 
summarizing information for you,|both verbally and in 

^writing?x' Does she give instructi:pns clearly and 
precisely? Does she know how you feel about certain 
policies or practices, and does she communicate this 
to others as well as you do? 

16. Does she work every day until her job is done,' regard^ 
les3*of the hour or the many interruptions without 
giving up? 

17. Is'^she a manager in ^the sense that she can farm out 
her work to others when necessary?., That is, can she- 

' delegate, Supervise and' take responsibility for work 
not completed by herself? Can she train or help train 
ther members of your staff? 



18. Can she handle, routine matters and projects for you on 
a day-to-day basis without your intervention? 

19. Does she keep track of vital dates for you, dates 
needed by yotir boss, or his office (meeting dates, 
deadlines, vacations and such). 

20. Can she do basic research for'yo^" gather information 
for a report, for example, or. even write a rough draft 



\ 



.*Sorurce AdapT^ from The Time Trap , McKenz.ie, J.972 
C. %. Lrfer -'Ohio ' ... 



lere's^io easy way^to determinfe ho.w muoh of his work a siipervisof shoul4 
^legate to his subordinates, the amount will vary witTi the job and the 



Th< 

del 

capabilities of subordinates, 'But you can get a rough idea of whether 
you are delegating enough --and properly by asking yourself the fol- 
" -lowing questions? . ' ' , . - 

Do you have xM tii%^ work home^ almost everx nigh.t?/ 
Do you often have ufifinished work piling up7/ \ 

00 yojLi have several long- range projects postpones until yoa "get time?" 

Do you feel it's a sign of weate^is tQr need subordinates' assistance to 
keep* up with your work? " * > 

Do you believe that to really earn .his salary a'manager has ta be over- 
■ ' worked? - ^ — ^-^^ . . » . . 

Do subordinates often interrupt yoti for help and advice? . 

Do most of th'em feel they should bring problems to you rather Hfian make ^ 
decisions themselves? - ' ' 

^ Do you spend part of your working day doing things for ^TEers they could 
do themselves? •* 

Is as much of your time s^nt on details as on planning and supervising? 

Dp you reserve those details for yourself . dhat you particularly enjoy, 
. ^ even though someoAe else could do them? • , * 

Do you feel you must keep a close tab on details to have a job done 
right?- * ^ . . ^ , 

Do you lack confidence in subordinates (13., ^^e yo\i afrai-d to risk 

giving them more responsibility?) * ^ " 

. Are you a perfectionist' about details that do not affect the final outcome 
vof a project? ' ' , , . 

In delegating a Job, do you ^of ten withhold full j'ob information? 

' ' T * . 

After d'elegating a project, do you, grow apprehensive and hover over the 
subordinate who's- doing the job?, ^ ^ 

Are /our employees unprepared to take on i^re' responsibilities either 
because of lack ot" training or self-confidence? 

' "YES" answers indicate the need fcir more delegatiiig. 

Er|c . ' 58 . ' 
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MEA^ORE- YOUR ABILITY AS AlDELEGATOR 



\ 



* * You can check your skill in delegatign simply by studying the cJ-per- 
atioris of ybur department and .then answering the following questions. If 
you say 'W to nine of them, you have trained a competitive working team 
tjhat accepts its respcmsibilities is thriving on them. But if you- 
must honestly answer "YES" to three or mqre^^ the -following questions, 
it's time to reappraise^ your supervisory methods. Better training,- better 
communications, better individual coathing of subordinates' may help you 
solve your delegation problem.^ \ . . " 



1. 

2. 

•3. 

4. 
5. 
6". 



Are unexpected emergencies constantly OQCuring in ^..^e 
oper^ition yota supervise?^ ^^^""^ 

'Po you find you are- so pressed for time ttD get t^e 
daily job done that ybu have no time to plah? 

Is there a great 4eal o/, friction or dissatisfaction 
among the ^members of your work group? 

Are you always bogged down in detail? 

Do simple jobs take forever to ^et done? 



Do operations slow, dovfn .or halt when you are* away 
' frlm 'the job? ♦ ' i ' ' 

7. Do- you complain or crijticize others^ when the work of 
•your group doesn't go ^afe you. had planned? " 

8. Do subordinates or employees always wait for you to 
C • -^give the sig^n before- they begin a job? 

9. Have subordinates stopped coming to you to get yoiir 
reaciion tq tljeir ideas? , * " , ' 

,10. Are your employees poker faced, ^displaying little or no 
humor or sp6ntaneity in their work? 



-Y^s 


No 


- Yes 


No 


Yes 


- No 


Yes 


No' 


\ Yes 


No 






Yes 


No 


\ , ' 




*• 'Yes . 


. No 






Yes - 


No. 


Yes 


No 


Yes 


No 
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DELEGATION ^ ^ . 






t 


• - 'I- - . - 
Review your job responsibilities and select those tasks, which you cln delega'te to others. ^ 
NoteJi«v often the task ocqurs and how long it takes per day/week/or month. Select the'.' 
person to whom you will deltegate the task and record the preparation or, training which 
the person wi^ need. Note\what new authority (decision making) .the person will have. 
Estimate ,when you 'will be able to delegate the task. Make note of any other, person you 
should consult concerning the proposed delegation. ' ^ 


* Task 


yow Often 
How Long* 


To Whom 


New Authority Needed 
and/or Training Needed 


When 


Consult 
With ' 


- 






Y 


• 


- 

% 


• 

V 




/ 

:^ 


1 






- * 
r ' 


< • 




« 






' • . - ' — 














* • • 
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THE INDISPENSABLE MAN 



Sometime when you're feeling important, 
Sometime when your ego's in bloom, 
- Sometime w^ien you take it Tfar granted, 
YQU^Vre the best; qualified in- the room. 

Sometime when yoii feel that .your going 
Would leave an unf illable 'hole, 
Vust follow this simple ^instruction 
And see how ,it humbles you soul. 

^Take a bucket and fill it with water, 
^Put yoifr hand in- it, up. to you*^wris,t; 
,Pull it out^ ind the hole that's remaining,^ 
Is a measure of how you'll be-missed. 

You may . splash alL" you. please. -when you. enter 
You can stir up the water galore; . 
But stop, and you'll find, in a. minute. 
That it looks just ithe same as before. 

The moral ia this quaint* example. 
Is to do just the best that- you can. 
'Be proud of yourself, but remember, ^ 
fhere is^no indispensable man. 



Anonymous 
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SUP E R V,I S 0 R / S C H E C KH S T 

' : ^ FOR INDUCTING THE NEW EMPLOYEE 

name: . ■ , ^ DEPTr 

title: • ' . DATE reporting: / 

.purpose: This list provides an outline to follow in welcomiag and 
systematically inducting new employees. The indtictiori' period * 
' offers a great opportunity to Vin the einployee's loyalty, ' 

stimulate his interest, and accelerate his 'effective productive 
date< 



, 1. tfiET READY TO RECEIVE THE NEW EMPLOYEE DATE COMPLETH) 

C ) Review his work expferience, education, and^ 

training. , • ' 

C ) Have .an up-to-date job description, or list 

of duties. 

^ * ( ) Have ready his work station, equipment , ^supplies, 

s etc. ^ * ^ * ' - 

2. WELCOME THE NEW fMPLDYEE ^ X 

( ) Put him at ease.. 

) Indicate relationship to new employee. ^ / 
( ) Assign workplace, etc. . • 

3. SHOW GENI/INE INTEREST IN NEW EMPLOYEE ' ' . , 
C ) t)iscuss background and interests. , 

( ) Inquire about housing.^ » - - , 

( ) Inquire a,bout *transpoxtation. * ** , . . 

^ ( ) Inquire about any possible financial diff- , ' 

iculties due to pay lag, etc. ^ 

^. EXPLAIN THE WORK OF THE DEPARTMENT ^ ■ • 

( ) Describe the function. '- • ' ■ . • ,* 

( ) vOutline the organization. ' / 

7 \ ■ ' ■ 

( ) Explain relation o£/Vork to that of other . ^ ^ 
employees. " * 

( ) Explain to whom he reports, and who reports , * ' 
to him. ^*' . 



5. SHOW EMl»LOYEE THE LAYOUY AND AVAILABLE ' , " DATE COMPJ^ET 
FACILITIES ^ ' 

( ) Explain layout. \L % , ^ . L - 

( ) Show location /Of washrooms, lunchroom, etc. 

* ' ■ / * • » 

6. INTRODUCE EMPLOYEE TO CO-WORKERS AND MEMBERS 
OF MANAGEMENT . . ' 

C ) Indicate' to , each the n^w employee's duties^ 




( ) Explain duties of-^each person to whom /. 

introduced. . - - 

( ) Make lunch arrangements for first day.* 



7. ' EXPLAIN RULES AND REGULATIONS^ 

( ) Hours of work. . ^ . ^ - . ' ' 



' ( ") Punctuality and good at^enclance Ccall .when 
unable to work). < 
( ). Lunch .periods, re^s* periods, etc. j 

( ) Use of telephone*^ etbs^^ , ^ • 

» ) Other: . (smoking, safety", appearance, etc.) 

8. ^ COMPANY pbLICIE^: 
, T i ) Vacation. " 

( ) Sick leave. . , • . ^ . 

( ) ^^y, periods. ° * ' 

( ) Insurance. , . ^ ' • 

( ) Pay scale. 

( ) Evaluatipn. ... 

9. GIVE JOB INSTRUCTION OR ASSIGNMENT TO A iS. . 
QUALIFIED INSTRUCTOR * ^ 



(3 Give step by step* inistruction. 

" i ) Explain quality ' arnd quantity standards. 

( ) Ava'^i lability for future assistance. * ' 1 

' '( ) Prqvide. leai:ning aids.. * . 



^ C ) Use ^nd care of erq\iipmiMit tfnd supplies. 
C ) Security aspects. 



FOLLOVf' UP - y 

C ) 'Check ^equently on progres^. 
( ) Encourage^ questions.^ 
( ) Make corrections'^^. 
(.) Give encouragement. % 



DATE COMPtETED 
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KNOW YOUlt EMPIOYEES 



INSTRUCTIONS: - - , 

Do y-ou really know your employees? 'Take 
few minutes to work with this checklist-. 



DO YOU KNOW THE FO^^LOWING INFORMATION. FOR EACH EMPLOYEE? 

YES NO 



.JL. Full name <8> 

2. Nickname t ^ • * • ^ 

3. Age ' . • * 

4. Marital status ' ^ 

5. Number. of children ' * . . 

6. Approximate ages . , * . 

7. Education and experience ^ 

'» » 

.8. Hobbies 



9. Spec^l Interests * • • ^ ^ 

10. Length rff' ^service with the organization V 

THINK ABOUT YOUR EMPLOYEES' ATTRIBtJTES AND THEI^ WRITE THE NAME 
OF THE ONE WHO BEST ANSWERS THE ,QUESTION ASKED . 

1. Who is your most organized employee? 

2. "Who has the most seniority? ^ '_ " 

3. Who is the best natures? 



4. Who is the most- stable? 



5. Who is the.fliost defensive? 



6, Who is the most dependable? ' 
. 7. Who i's* the best iTi^ed by co-workers? 
8. 'Who is the most productive?, ^ ' -^'f 



9. Who is the. md'st enthusiastic? 



10. Who is most likely to succeed? 
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W 0 R K I N 6 Lw I T H S. U B o'r D I N A T E S 




1. Do you and your subordinate.s lagroe on what results .are e'icpected 
of them? N ' ^ • . ^ * 

-2. Do you and your, subordinates agree on measures of performance?* 

' 3. Does each af your subordinates feel that he has sufficient . 
authority over his personniel?^^ : ^ 

4. Does he feel that he has sufficient authority concerning finances 
facilities and ^ther resources? ♦ . 

. Within the past six months what ad^irtional authority have you 
deleglated? . . ' ' 

What more does each:of your subordinates think should.be dele- 
gated to him?'. 

7. Is. accountability- f^xed for each of" you^ (Jelegated responsibil- 
ities?- Is your follow-up adequate?\ 

\ ^ ^ 

8, ' Are you accpssible^when your s^bordinJ^tes need to se,e you? ^ 

9; Do your subordinates fail to seek or a'ccept additional respon- ' 
sibility? . , ^ . 

10. Do you bypass yx>ur subordinates by making dtecisions which arl^ 
part of their job? ^ , • 

' ^^^■"■■^^ 
liy What interferes with the effective use of your management>stime? 

12. Do you do things your subordinates should do-? Why? 

13. How could yoi#b'est improve your delegation?. 

14. If you were incapacitated for si3c months/ who would take your 
plape? ' ' ' . - , 

15. Do you ask each. of your subordinates iildividually , "What could 
I do, refrain: from doing, or do differently vhich would help 
you do" a better job?" ^ ^ x " 



/ « * 
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'HOW TO' WIN FRIENDS AND 'INFLUENCE PEOP 



FUNDAMENTAL TECHNIQUES IN HANDLING PEOPLE 



1. Don't criticize, condemn or complain. ^ / * ^ 

2. Give, honest f sincere appreciation! ' , 

3. Arouse in the other g^raw' an eager want. , «^ 

4. Become genuinely interested in other people. 

5. Smile. ^ ' ' 

— ^ - ^ ' It 



6. Remember that a man*s name is to ^lim the^ sweetest and most impor 
tant sound in any language.. 

^ 7. Be a good listener. .Encourage otheps-iro talk about themselves. 

8. Talk in terms of the C^her men* s^^^nteresTs^i. ' 

9. Make ther-otl^r person fetel import?int and do it si^er^ely. 




10. The onlyly^ay to get the i>est of an argument is to avo£ 

11. Show reject for the othfer man's opinion. Never teH, a maiT'he 
is wrong. . • 

If you are wrong, admit it quickly and empfiaticAlly. 

13. Begin in a friendly way.. . ^ 

14. * Get the other persbn saying/ "yes, yes" immediately. - * 

15. Let the bther^ person do a great deal of the talking, 
other person feel that ^ the idea is his^ " ' 
kly i:o see things from the otTier p^son's point of 

\ - ■ 4f. :\ 

18. Be sympathetic with the other person's ideas and desires. 

19. Appeal to, tlie nobler motives. . / 
. 20; Dramatize your ideas. 




BRAINTEASER / ' " 



TRUE>,>OR FALSE? MAINTAINING DISCIPLINE ' - 



Discipline starts with the very beginning of a new employee's ' 
training. ' , » - 

A ~ . \ \ _ 

^ Many .disciplinarry pproblems can be prevented if the supervisor 
explains th? rtiles^and regulations carefully. . , 

Employees who violate the rules should always he punished. 

Discipline that controls^is the primary preventive discip*line 
"available to a supervisor. 

^ \ ' ^ " ' ' 

The chief purpose of a warning is to punish the offender. ; 

"Ignorance of the law" is never an excuse when an emi)loyee, 
violates a department regulation. X 

An employee*^s past record should not influence the ^jTsciplinajry 
actions of the supervisor. . / ' ^ 

good supervisor punishes an offender to.ma^ke. an example V 
out of him and to thereby deter <^hers from breaking rules. ^ 

The supervisor should not^ be swayed by the man's reasons for 
breaking a rule, - * 



^ GETTING READY TO TR/CiN 

• ^V •■ 

Step I - Use a Trafinin^g Time T^ble 

1/ List j^obs to be performed 
2. List worker's names 
3\ Check Jobs agrfinst^names 
4v Identify training needs 
• 5. ^Plan training 



'§tep II - Make a Training Outline 
^1. List major points 



1\ List spec'ial points ^ 



Step^ III -'Prepare to Train - . ^ 

!• Have necessary supplies, equipment and 
\_ teaching material on hand 
'2. Review training outline 
3. Arrange work place' 



It 
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CONDITIONS FAVORABLE TO iS A RN n\ 6 




. 1. NEED itND DESIRE ON THE PART OF THE LEARNER 

■ - A 

A PLEASANT LEARNING SITUATION 
• 3. AjOOD FIRST IMPR^SION- 

4. INFORMATION THAT CREATES INTEREST 

5. I^ORMATION RELATED TO, WHAT IS ALREADY KNOWN 

6. ^ INFORMATlblil PRESENTED IN SMALL- AMOUNTS* 
' • 7. .APPEAL TO-MORE THAN ONE OF THE FIVE SENSES. 

8. .'repetition WITH VARIATION 

9. ^earner's- AWARENESS OF OWN PI^OGRESS 
^ 10 . . OP POR TUN I TY. "TO l*>UT LEAR N I NG I NTO I MMED I ATE USE 




4 t 3 
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"FOUR- STEP METHOD OF TRAINING 



Step 1 - Prepare the trainee. 



put him at his ease; heUl learn faster 



_ :ind out what ^ he already knows, 
stinjul^te. his -inter esf in the job. 
^show purpose of job'. 
j>lace ij correct pasition to see. 



Step 2 - Present the job. 



^t^ell, show, , illustrate, step by step- -no more 
than he can master. ' 
stress key points^ (see job .breakdown) . 

]be clear, thorough, patient. 



Step '3 - Try but performance. 



test by having the traiiifee perform, 
"have th^ tirainee TELL and SHOW you. 
Tiave trainee explain key^oints. 
xorrect lerirors; reteach if necessary, 
"continue .j«ntil YOU know t^t HE knows. 



Step 4 - Fellow up and evaluat^ion. 



\ 



check frequently; enco<itage quesfipns. 

correct errors; reteach if necessary. 
j)ut trainee \^l^on his own.** 

designate 'to 'whom he goes fdr helj). 
"evaluate whether he is meeting work standards., 



J- 
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, / w iT H sTi L If U L .P L A N N I N 6 . ^ ^ 
THE SUPERVISOR WILL C 0 J S E R V E : 

* w 1, ' 

T I M E - Saving Wasted- Minutes^ Hours^ D/tYs. :• 

° • 

. ' ' > "■ 

MATERIALS - Saving Waste^. Spoilage or Unnecessary 

INVENT0RIE15. , . ' • • ^ 

* . ' t -t 

M A C H I N E,S - Because They Will be Operated to Their Best 
\ Capacity. -. ' j ~ 

r 

'SPACE- Eliminating Overcrowding and Poor Coordination qf ^ 
Incoming Supplies and Outgoing' ProductioNj ^ 

M A N R. 0 W E R - Because Employees Will be Fully Occupied. 

\ , ,* * 

F A C I L I T I E S - Will BE Utilized- to Their Best ADVANtAGlT 

: . '.: ■■ ■ . 

ENERGY- Because of Increased Efficiencies Ouf( Natural 
^ Resources as Well as tHE Supervisor's Energy (Stress) 
Will be Conserved. , * 
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TYPES OF PLANNING A SUPERVISOR*^ 
V 6 E T S I N V 0 L V^D IN: ] 



X 



1, Participation in Setting Goals. 



•2'. ' Improvement FfoGRAMS.- 



3.^ Personnel Management^ in the Departm 
^, Production Planning. ^ - 




5. Organization of Work in the Department. 



6. Maintenance. 



7. Paper Work & ReportSs^ 



\ 



8. Changes. 

9. Communications. 

^ • :o . ■;■ 

10. Ot-her. 



^ ■' 
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.KEY PLANNING. QUESTIONS 
Whafms TO BE Done (Goals:. Result^> Objectives)? 



2. When Will it be Done? 



r 



3. Where Will it be Done? 



^. Who Will do it? 



V 



.S*^ How Will it be Done? 



PT-6 



V 



r 



Dp Y 0 U : P L A N 



FOR 



r 



5 Y E A R S 



J 



1 YEAR 



QUARTERLY 



M^O N T H L Y 



W E'E K L 
DAILY 



■ / 
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1. W .H A X REPORTS 0 R ' E C 0 R D S ARE D.U E N E X_T >7 E K ? 



2. 




3. 



WHAT REGULAR WEEKLY ACTIVITIES DO Y 

T, 0 G E T D 0 N E ? - . ' . ^"^ ' 

DO y6.U-H.AVE' ANY 1 M P 0 R T A N T -"AlC :!( I V I t I p. PLANNED 
W I T H - A rY 0 F * Y 0 U R, P E 0 P L E ? 

^ O.T H E%' ;-W.P.O R t A N T A C T l V I Til S D 0 ' Y 0 u' K N 0 W 
NOW, THAT YOU MUST. GET. DONE IN THE-'WEf/ 
AHEAD?- 



•80 
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MEASUREjIENT Of SU'PERVISORV TASKS 




/ * 



P A RE T Q P R I N C IP L E 




I T Y 0 U P U T d N • A S H E E T 0 F 
PA P,E Rt ALL OF THE W 0 R K'X 
T A S K'S r 0 U I> 0 — 20% 0 F T H"0 S E 
-T'A^a.K S W U L. f R 0 D U C E 80% " 0 F 
YOUR PRODUCTIVITY. 
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D E L 5 6 A T I 0 



DEFINITION: Giving an Activ.ity"^ to Another 
L _ ■ ' Person to-do 



■'CHARACTERiSTKS:' ' 



IT 

\ 

FjREEDOM OF Action- 



Shared Decisions 



1 ' 



ShaR ED ' RESfPONS IB I L I VC/ 

Granting of ^ut^ority. 



/ 



J 



\ 



\ 
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L ' pRoviD^Es Time. FOR Thinking -and Planning. . 
B. E!as^s Job Pressure.' I ' ' . • , * <^ 
C^.' PERfiip Decentralization of Administration. , , 
D'. DeveLopsAssistants. - . " . 

E. ' Make« Routjne Jobs _fioRE, Sat,isfyi.n^.to Employees,. 

F. Provides. .GRout^ Goals and Facilitates Greater T-eamwork. 

' y ' ' ■ 

G, • Improves THE 'Quality^ OF' Performance, ' ; 

H, ; .Because a Supervisor's Responsibility i^ oft£N Greater 
X THAN His .Personal CAPAc;iy to' Carry it out^ must • 

. ^DeL'EGATE' TO BE SUCCESSFUL- ' . ' ' • . 



■■■ ■ ■ ■ ■ • ..)■ ■ 



\ 



three; A -S.-P-E.^.T 'S, Q F*-' D- E L E-6 A T I 0 N 



r.^^ 1. 'ASSIGNME>JT OF DUTIES. / , ' * - V 

** * ' • -r^ ' ^ . . * 

1 * . ' \ ' ' . * * ' . 

, . • ^ * , * ' --^ 

^ 2. Granting of Authority to. make- Commitments^ use 

• > ^ Resources "OR TAKE Acf ion.-. ^ ' . • 

\ * w • 

3. Responsibility - CreatYon oF an Obligation on the^ 
Part, OF '^Subordinate for^The Satisf/^^tory Performance 
. *• OF tHE Assignment. " ^ # ' ' 



> 



J', 



' f 



4 . 
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•WHY W.E xD O.N T :D EL EG A T E ^ 



Reasons Given by {Iahagers. and Supervisors for not Deleg'ati 




.1. Subordinates. LACK- EXPERIENCE. ' ' . 

, • 2. /It TAKES' MORE TIME TO EXPLIAIN THAN JO DO THE JOB MYSELF. 
O. ■ EXPERIMENTATION AND HI STAKES CAN" BE tCO- COSTLY. . - - < 

. ^ . My • p^s I T i 0^ ; enable^ ' He. jo get qu i (j'ker, act i^n . * ' . ' 
■ 5.. There are som|"ac|I(0N8-.for which responsible that^ I 

- CAf^'T DEL-EGATE TO^NYOJlE. ' . , ' ■\ ' 



; 6.." Most .OF' MY"3U§0RDI?^ATES are SPEC lACJvSXSt 'WITHOUf THE XJ . • c 



OVERXlL KNQJ^ibGE MAHY DEC IS rOhis REQUIRE. ■ • ' 



7. My P^OPLt ARE" ALREADY TOO' BUSYy. • 



8. MANy/OF^ a^ people »JUST AREN^f WILLING TO' ACCEPT rIsPONSI- 

' ' VBfLi^-Y:::^'^ >> . - ; • ^ 'V , \ ^ • 

9 . We lack ADEQUATE- cbWTRbLS AND PERFMmANCE:^ 

• , ■ - ' c , A.. ' • * ' • • . . " • • 

10; . f LIKE KEEPING AND. MAKItJG MY: OWN DEis5pSlbr(S. F^AR OF - - 
'\ 'LOSS OF. RRESflGE'. • ' A , / ^ 

IL, Pear bf . l^s'ing con'ti^^l #f an- 'activity.-^ • 

12,», Reluctance to .G^yE'up ac^vitjes t^^jaj a superv|^o^, • \ " 

>^ER»^ORMS WELL. ' 



: ERIC • '5^'. , ' ' . . r . ¥ ; = . ' ' ^ 
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BAS'LC A-ttlTUP.ES YOU NEED TO D E L E 6 A"T E'-' 



A. Be Receptive TO. THE b^s. of Others.. 



B. Be Billing tb.ENTRiist Du'iiis ANp'AujHcmilT.'; 



C / Be , W I U I/N6 TO l3Lyfe^REED0\ dl» Ac.T I ON . 

, ^ .'D/ .,Bk^lf(iLi.iW Tcj.DEL^ATE TO Strengthen THE^RGANJZAtiorf.- 



.Ef 'Be. Willing to SrARTvBr^SY Stages." ' 



« ' ). ^ ' • 



\ ' F, Be Wii^LiNC to Fdreg.o the Luxury o^ Blowing Your ,Top. 



/ 



5 ^ 
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TO DE1E6ATE 



» 



A. When Ypu AND Your. Subordinates Are Mentally 'Ready. 



■"^'^r •W^^%:A'tldif Employe^ -is Added. 
^ *C . ' When * a S\)borbi!nate jliAVE^ , .; * 




■1 



Dr When A ffEW Activity^ IS ADDti^. 

^ ' ■ . E. WHEn You ARE^GrvEN New Duties'. ^ . ^. . 

' . ' ' . ^ . ' ^- • \ 

P F. • When. You' j^ujst be Absent* ;dr Vacatio^i. 

/V%^-^i When Yob 'm«€ PR(Ji»0TS). ■ / 'f 



V 

1 • . 



■ / 



\h Whe^j- ReTiremeni APPRokcHES. 



t 



"I. vWheiiYou Want'tCDevelor' an Employee. 



1 



t 



J. Tn^^MERGENCY SlTbATIONS, 

• / ^ / ' . * • " ^ 

K. 'When Overburdened. 



V 



- ■' -88 



PT-16 



WHAT T 0 D. EJ. E 6 AJ E 



•A. DELEfiiai tHAT WH/ieH CAN BE ROUTINIZED. 




B. DelEj^AT^ THAT -WHICH WILL InCREAS^ JoB SATISFACTION. 

1 •' ^ 



C. Delegate thap wj^^^will Develop Subordinates., 




D. ' DeLegate that which will Challenge. 



E. . .Delegate A Success Sequence. . ' < ' ■ ' i 

" '/ F ./^.l)^LEGAT^THb^ -MatVer^ LeXst Importanqe which 'will 
•* Li'GHT^ Your L6/u)t', . ' ^ - '^ ^ 

i - ^ ' I ' \ 11. .'FlLLING'OjJt.RoUTJNE RePO'RTSi., v : . ' . 

i • ' ■ y .\ ■ , .'' i- . ' 

♦ '2. CHE^KiNts. Materials/ SijpPLiEs^ Etc? "* 

'•-3. RUNNINJ.. ERRANi)^.^ " ,^ . . 



^. .Making Calculation^ and Envies . 
5.' Etc. ' 



" . • • W A T'. N 0 T 



V 



TO 'DELEGATE 



A. • Executive Authority " . . 

1. -POLICY Making. " * ^ 
.2. Organizing Work Group. ' \, 



3, COMMUNICATING /iTH SUBORDINATES. 

• ^."^ Evaluation of Results. 



B. A Duplicate of Your Job. ^ , ^ • 
- C. Final Disciplinary Authority." , r 
D. Responsibility can be Shared/ fiuT it. cannot' 6e- Delegated, 




A 

. C. 




V.-:- 

■ When n'ot. -t o ' d e l-.e sate 

"Ay'WHEN Work-Group is Inexperienced. .. . 

f ■/''«•( * - . " ' • - . ^ ■ '/ • ' "J" 

i) When it would Divert Employee from His Rain 




a* 




C". When-it/Wisht Cause.Friction- IN Work-Group; •' . 



.4^ 
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SUPERVISOR'S JASX § DELEGATION CHART 
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/HOW-TO DELE G;.A T E 



' ' ? ' - * is 

1. Assign as. many Tasks as You Safely .can-. ' 

2. -ExpectIanp AccfePT some Mistakes. ^ "^y : 

I ■ ■' ' ■ '-^ ■ ' ' 

\ 'Give Enough. Authority to Complete the Jask. ''Back Up" 
t^THE Employee to Whom l(pu'vE Delegated a Task. 

4. Delegate Results and not Method. Define Work^and 



.Objective.. , . 

5. Let Otkers Know to Whom the Task has been, Delegated. 



s 6./ COMMUNLCATE YoUR CONFIDENCE IN .HiS ABILITY TO SUCCEED. 
7.f.;^)^LL FOR PROGRESS REPORTS AND SCHEDULE REVIEWS. , ^ 



r 
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HOW CAN Y'Otl L-EARN^T-0 DELE'eATE? 



G 



1. Analyze Your Present Work Habits. 



V 



^ — ' . • ^ 

27-VfifcADUi^LLY Work .TO Chang&Your Habitual Responses,. J ^ ^ 



9 



3. • Train'^thers to bo New. Jobs^ Even Your O^nT/ 

' ' ' ' ' y 



J 
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. J- ORGANIZING MEANS DESIGNING THE' DEPARTMENTS STRUC^ . 
TURAL FRAMEWORK WITHIN mm THE VARI-OUS DUTIES^ ARE- ;> 
PERFORMED AND DECIDING HO^ THE DUTIES SHOULD BE "PERFORMED. 



ORGANIZING ANSWERS THE QUESTION - HOtf WILL THE' 



teBE DIVIDED AND ACCOMPLISHED? 



'>: * 1 ' 



r' ' ■' ■ 



c 
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\ v.. 



lStfPERVISOR['§-RESPDNSIBILITY TO; 




1/'|eTERM& and dJiJMERATE THE VARIOUS ACT IV R I ES WHICH* ■ f 



r 



ARE REQUIRED. 



\ 



\ 



2. ASSIGN TflSE ACTIVIXlESr , 



s: 



>3r 



GIVES Subordinates the authority toED to carry 

SOT-THE activities' ASSIGNED;'- ' . • . ^ 



c 
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. THE BASIC purpose of ORGANIZINd^ JS' to group' the. " 
. WORK TO BE- PERFORMED ro.UTTLIZE PERSONNEL MOSTWI-- 
^ CIENTLY. . THIS. IS DONE AT TH^ SAME TIME AS THE fkAN- 
' NING FUNCTlliN. ■ C 



THE SUPERVISOR <^S IN THE, BEST POSITION TO KNOW 
WHEN A SHIR IN JOB ASSIGNNEN^S WILL ACCOMPLISH T^IE 



I' 



\ 



WORK OP THE DEPARTMENT M&3T EFrt<:iENTLY. 




N,OW'W.HAT, KIN^D OF PERSON Y'<^U-WANT 

* D O N ' T,-- Describe Hi ^t/HER as "a Good Worked Who will. 
. * Stick or THE Job." ^ • — 

\ • 

D 0^— Make a Chect<:list of Necessary or Desirable Qualities 



EXAMPLE 



EXPERIENCE — This Person^ught to have Worked a 
Couple ^F? Years on .Multiple - Spindly Drill Presses, r 

/ B L P R I N T R E A D" I N'6 Tws Person will have ' 
to be abLe to Work Directly from. PfTints. ^ ^ 

^ SPEED — This Job doesn't Require a Fast- Person so 
^ much as it. RequiresvA Steady; Consistent Worker. 



V 



N i T I A T I Y I — Can;THIS Person Work Alone on His/Her ' 
Own^ Without Close Subervt^ion? , ■ ' - ' 



S-U P E R V I S 0 R ' S- C WEiC Ki -PS-T 



R I N D U C 1 1 N'G' THE NEW EM- PLO.YEE'- 




1 

G E T .'R E AD Y TO R E C ^ I V E ' T H E 



f. ■ 



NEW EMPLOYEE 



ERIC 
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t'^EX'PlAlN THE WO.RK OF THE, DEPARTMENT 




SHOW EffPLOYEE 
AND AVAILABLE 



THE LAYOUT 
FACILITIES 



ERIC 




( 



GIVE 



. .J^OB INSTRaCTION -OR ASSIGNMEfiJ/ 
' ' T 0 a ; Q U A L I F I- E D I N S j R^ U'C f O R 



f 



F O.I LOW- UP ON PR'OGRESS 




- ',1. 



-DIRECTING IS THE'MANAGJeRIAL FUNCTION WHICH INITIATES . 
•ACTION. DIRECTING BASICALLY MEANS ISSUING INSTRUCTIONS; ' 
ASSIGNMENTS. AND ORDERS AND GUIDI:NG AND OVERSEEING WLOYEES 
'DIRECTING MEANS BUILDING AN EFFECTIVE WORK FORCE AND ^' 
MOTIVATING EACH WORKER. IT MEANS GETTING EMPLOYEES-TO' 
WORK WILLINGLY AND ENTHUSIASTICALLY TOWARD THE ACCOMP- ^ 
LISHMENT OF THE COMPANY'S OBJECTIVES.- ' , . -^^ 



... • • • . X 




1 
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It is the responsib^ity of all executives and 

• • - S 

supeFvlsors to See that the work in their 
assigned areas of Fesponsibility is done as 



efficiently as possible. 



V 



f . 





A G.O 0 D "DIRECTIVE IS: 



R. E A S 0 N A B vJL' E - 

UNDER S.T A N D A B'L E - C L E A &vC 0 N C I '§.E 

S T A T E.D IN A P 0^ L I T E C 0 N S I D - 
E R,A T e' T 0 N E Q F' V 0 I C E . . . ' 



4 \ 



C 0 M P A T I B L E WITH- J H E 0 B J E C - 
T I V E.S OR THE ORGANIZATION 



S P E C I F IE S T H E ,T I M E E LE M Elil 

IN WH I.C H THE E M.P L 0 Y £ E IS - 

T:XPECTED TO C 0 P X E^T E THE 

T A S K • ■ . ' ' 



106 
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TYPES OF DIRECTIVES 



-J 



Peqjjests . 



'Suggestions 
AskforVcJIunteers 
Commands * 



i 



1 
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} 



tr 



HOW DO YOU OPERATE 



r 4r 



AS A SUPERVISOR? 



ERIC 
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AP^f^RO ACH,E.S' TO S li* P.E R V I S 0 R'Y DIRECTING-.' 



AUTpCRATiC* • 
Ct05E 'SOPERVISION 



. . ' 

I CONSpLTATIVE 

General Superyision 



1. .W H E.fl" .A N;D^ W H E R.E 'M I; G H T . .E A C- H_.S T Y L E ^ B.E 
- A P P R.O P^'R I A t'e ? " - ' ' • • ' *, 



2. W H E R t DO ro U .F IT?' 



109 
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BO-SS Ofe LEADER? * 



A B^O S S 



. C OMM.UN I C ATES 

• * • . i T — ,. 

* 

^ P E S S I M I §M • \ . 

r 

WORK 'A$ A .D R U D Gt R,Y 

« 

"MAY BE 
LAC K, .bp F AIT H- 



./DOUBT 
r T A S1( S 
P R 0 B L E M.S 
"1 D ON'- T H AV E. T.IME" 

•r 



V 




^ .A LEA'D£R 
COMMUNICATES 

EN T H U\S FA SM 
0 P T I n Vs M 
W 0 R A S E X C I T if.il.G 
" POSITIVELY" 



I I' 



. C 0 NT I D E N C E 
EXPt C T AT I O N S 
^ 0 A L S - 

s 

SOL'UTItlNS 



"I W I LL MAKE THE - T I.M,E"i. 
■ ^ 



W E 



lio 



p'r-ss 



r 



"LEADERSHIP IS THE ART 
OF GETf ING SOMEONE ELSE 

/ 

« / 

/ 

4 , 

TO Dp SOMETHING YOU WANT DONE 



BECAUSE HE WANTS TO DO IT.'' 
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Do we let each empldyee know 



Where the work comes from, 
Why it shotild b6 done, 
, Where it goes, and ■ " 



What bec6fTies?6f it? 



. ERIC 



I M 



/Oi/; G^'U S E S, 0 F M I S C-0 N D/U C T 



1. Boredom * . . 

2. DiSCONTENt 

3. Idleness * « • 
1. Lack of Interest in the Job 

5. ' Lack OF Work and- Assignments Resulti^Jg From 

/ rtlADEQUATE SUPERVISION 

6.. Misunderstanding of Policies and Their -Need 

' and Purpose . . 

7. Lack OF Uniform. Enforcement, axd Regulations 

8. Resentment ' 
.9. Poor Communications 
10. Emotional Strain / 



il3 . 



4 nv*- 



THE Best DISCIPLINE 



ISSEi.F-DJSCIPLINE 









4 
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GUIDELINES* FOR CONSTRUCTIVE DISCIPLINE 



• • . .1. MAKE. SURE THE 1 M P L 0;Y E E U.N D E R 
• \ .STANDS THE 'R'UI E S . V 

4 

2. .ENFOR.Ct|.'uiLES c'ONs'lSTENTLY ■ 

N 3. DISCIPLINARY AT'T ION SHOULD 

FIT. T H^E 'O F FEN S E 

^. fi I S CI P Lj N A R Y ACTION SHOULD 
.CORRECT. N 0 T ■ P U N I S H . 



5. GIVE CREDIT. i^^E N C^,ED I T 
1 S..^D U E ^ ■ 
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WHEN D.I SC I PL\j,N.I N^6 AN M P L 0 Y € E 
TH^'e S U P E FlV I S 0 SH 0 U LD : 



1. CONTRtl^L HIS OR HER TEMPER 

2. B E SU RE OF THE FA C T S 



ft 



3./t a l k t 0 t h- e ej p l uy ee in 
private' 



^1. GET THE OFFEIiD'ER'S.SiDE OF 



THE . P R 0 B 



L E [T ' 



5. B E FIRM B U T . F A I R 



6. E X.P.R ESS C 0 N F IDE N C E IN THE 
E-MPLOYEE/S ABILITY TO 
I'M P R 0 V E . 



ERIC 



lie 
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5 - S T A..G E D I S C I P L I nIa R YT P R Q C E D U R E 



< .1 ■ • 

> R I^ V A 7 E - T A L 
t 



.0^R A L •W)VR N "I N G 

■ • 1. ^, 

'WRITTEN WARNING 



1 



DISCIPLINARY LAYOFF 



1 



DISCHARGE 



4^ 
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6 U. iD.E-S q B;U TL p I N,G- r ^ 
P 0 S I' J' I V E p;r S GT f U N t \" .( - 



The Supervisor Should Set a Good -Example. 



Let -The Employee Know Tti ExPECTEb STANDA^?DS of Conduct, and 

' * ■ ^ ■ ... ' > 

Performance and Why They are ftEGHJiRED. . = ^ ^ 
CREAtE.A Good Work Atmosphere That is ^^rIendly an^Open to ■ 



Suggestions. ' ' - - " , - ^ 



Recognize Employee InitTative and Give Credit for iTi • • ^ 

' *> 

Offer Counsei^^ --.Try to'Promote Understanding^ ant^Xonf i- 
' ■ J.- \ " ■ ' • . ■ . ■ 

DENCE. Listen TO THE Employee's' Side OF the^Story. ' ' 

Handle Problems in a FirmTUniform and I^ipartial Tanner. 

^ • ■ •' ' ' 

Take Action Wi^n You HAVE Tof . ' / 
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EVAHJAT/I NGi EM PLOYEES 

FOR 



MANAGEMENT PERSONNEL 



:4 • 




/r 
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WHAT IS 



PERFORMANCE EVALUATIONS 



ERIC 



■ / . 




DO We PRAISE EACH 

I , ; . ■ •■ • • - ■ 

EMPLOYEE FOR THE 

t • v 

THINGS HE DOES WELL? 




PT-49 




Do you ever talk tcfyour emplQ^eeCto cover thjg 
things they do well, . . ^ • 



the things on which th«y:jieec^ta improve, 



and the thi|igs thai interest them? 



\ - 
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EMPLOYEE PERFORftANCE -APPRAISAL 



■ PERFORMANCE 
FACTORS 

4, 


FAR EXCEEDS JOB - 
REQUIREMENTS 


EXCEEDS JOB 
REQUIREMENTS 


MEETS JOB 
REQUIREMENTS 


NEEDS SOME 
IMPROVEMENT • 


DOES NOT MEET MIN- 
IMUM REQUIREMENTS 

> 


QUALITY 


LEAPS TALL BUILD- 
INGS WITH A , . 
SINGLE BOUND ^ 


ft 

MUST TAKE 
•RUNNING START 
"TO LEAP OVER 

TALL"^BUILDINGS 


CAN ONLY LEAP 
OVER SITORT' 
BUIIaDiNG WITH 
NO SPIRES 


CRASHES INTO 
BUILDING WHEN 
ATTEMPTING TO 
JUMP OVER THEM 


* 

CANNOT RBCOGNIZE 
BUILDING AT ALL 
MUCH , LESS JUMP 


TIMELINESS 

* -* 


IS FASTER THAN 
A SPEEDING 
BULLET * 


IS AS FAST AS 
A^^PfeEDING 
BULLET , 


mi QUIX£ 'AS ' 
FAST AS A • 
SPEEDING 
BULLET ^ • 


WOULD YOU 
BELIEVE A 
SLOW BULLET 


WOUNDS §ELF WITH 
BULLETS ,WHEN 
ATTEMPTS TO SHOOT 
GUN 


INITIATIVE 


IS STRONGER THAN 
A LOCOMOTIVE 


IS STRONGER 
THAN A BULL 
ELLEPHANT 


IS STRONGER " 
THEN A BULL 


\ 

SHOOTS THE 
BULL .. 


SMELLS llKE A * " 
BULL 


ADAPTABILITY' 


WALKS QN WATER 
CONSISTENTLY 


WALKS ON WATER 

IN . 
EMERGENCIES ' 


WASHES WITH 
WATER 


DRINKS WATER 

t > 


PASSES WATER IN 
EMERGENCIES 


communication'^ 


TALKS WITH GOD- 
- 4 


TALKS" WITH 
THE ANGELS 


TALKS TO » 

himsHlf 


ARGUES WITH 
HIMSELF 

r 


LOSES THE 
ARGUMENT 



o 12$ 
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PT-52 ^ V - .. - ,^ • - , .: . — 
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WMY SUPERVISOR^ AVOID APPRAISING 
EMPLOYEE PERFORMANCE 



1 Difficultylri. setting ajtandad 



2. IrTGonsistehcy of rating ^^b^^ 
supervisors . '^^^ ' , 

3. Appraisal forms that don'l^^^i^^^ jdb 



4. Dislike for the formaility in^^^^^^ 



\ ( : :r 1:26 ■ ■ ■ hi 
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WHY.EMPLOYEE EVALUATION 
IS IMPORTANT TO THE SUPERVISOR 



A supervisor's most productive taient is 
leadersliip ; 

Lead ers hi p m ean s em^ I oy ee devel opm en t 

Em^yee deveiopmeht means training- b^ed. 
on facts 



1 ^ 



F&Gts are the basis for employee evaluation 




Employee evaluation measures the'leader's 
su^ess . 

Hence, employee evaluation is .vital to the 
supervisor's success 
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KEY USES OF PERFORMANCE APPRAISAL 



1. To iril prove perforrrtanG^ ' 

2. To provide a bas^s for personrrel actions 

3. To determine training needs 

4. To improve supervisor-employee 
. commtinicatidn 

5. Ta gain feedbacl<^on peilorniance jstandards 
V and supervision . ^ 



•0 



.JMFbRMAL- EVAllljAT?ION.-.,oecuRs IdA'ILY.'on the job and involves 

JOB PERFpT?MANCE> WORK STANDARDS .AND PLANS. FOR THE \' 
• FUTURE. 



FORMAL EVALUATION r occurs periodically and involves an 

EVALUATION INTERVIEW WITH THE EMPLOYEE. 



PERFORMANCE STANDARDS 
Performance standards - or woriC-standards are what 

THE employer AND^ THE SyPERVl|sOR> EXPECT OF THE EMPLOYEE . 
IN fERMS OF WHAT IS TO BE DONE> HOW MUCH IS>TO BE DONE> 
AND HOW WELL IT IS DONE. PERfi^MANCE STANDARDS SHOULD 
BE MADE CLEAR TO THE EMPLOYEE WHEN HE/sHE IS FIRST SELEC- 
TQJ^, ORIENTED^ AND TRAINED. B0TH>6u AND THE EMPLOYEE 
SHOULD REVIEW THESE STANDARDS OCCASIONALLY^ ESPECIALLY 
IF THE JOB CHANGES, 'It IS IMPORTANT THAT YOU AND THE 
EMPLOYEE HAVE vTHE SAME UNDERSTANDING OF WHAT IS EXPECTED. 



129 



6 U E L I N E S F I^R C 0 N li U C T I N G 
THE~EVALUAT10N INTERVIEW 



Prepare for the Imterview. Review the Employee's 
Strengths AND Weakn£sses. 

Encourage Preparation b/ Employees, 



Arrange. FOR Uninterrupted Privacy. 



Develop a Friendly and Informal Atmosphere. 
Ask THE Employee how He/She' is Doing. ' • 



Y 



Begin with a Review of Strong Points. 

Shift to the Weak Poin-^ 

Close the Interview After Both of You have Agreed 
on a Plan for SELF-lMPRdVEfewT. . 

Write Down ImVoriant Information for Future Use. 



foLLow-Up — Live up to Your Promises and see if'The 

^PL0y€E IS iMPROVINrHlS WORK. ' 

; • . • ' 130 • 
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It is the supervisor's duty to train his subord* 
inates. If he is to do this well, he must learn 



how to train and he must have a training plan. 
The employee evaluation interview is an ideal 



method of identifying employee training 



needs. 



/ 
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W H O NEEDS T R %J^N I N 6^" , - J^? 




V 



Newly Hired Employees or -Transferred Employees - N'^ed- ' 
TO Receive Basic SkiLl Training to be able to Satis-' 
FACTOR I LY Perform Tui I R. Job. - . . 



Present Employees Need Upgrading TRAiNiNts to Keep 
Current With Changing Technology^ ^ 



Newly Promoted, Employees Need Training to be able to ' 

SATISFACTORILY PERFORM TWEIR'NeW JoB ASSIGNMENT.' ^ 



Present Employees teVARE. not Per)^ormii<g at A^tATis- 
facto^y Level Need iWining to Correct aNd' Improve^ 
Their Work PIrformance. ' . 
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TO DETERMINE T R A I N I N G N EE D S 



Analyze the Job to Determine What the Employee Need^ " 
TO Know to Satisfactorily Perform the Job, Be Sure 
TO Make A Distinction Between the Skills ^an Employee 
Needs to Know. to be able 'to Perform the Job and the. 
Skills Which are Nice to Know. 



Observe the Employee to Determine Thhir PresInt Level 
of Performance and What- the Employee NkEi/s to Know ^ 
TO be able to Perform at a 'Satisfactory 



Discuss: Those Areas in Which the Employee is Beficent 
with'Him/Her and Arrive at a Training Plan for the 



Em^oyee. 



4 
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TYPESOF'TRAlNiNG 



. Individual instruction (on-the-job) 

J 

Demonstration 
WritterrinstruCtion , 
ij. Oral directions 

Adult or Extension courses 
Conferences and. seminars 
Programmed instriict ion ^ 



{ • . : : 
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r THE TRAINER 



/ 



The Trainer is the Most Important Factor i?i any Trai ning' Pro- 
gram. \ A Go^ Trainer is One 1Iho: 

1. Knows the Subject Matter. ' " • • ' > 

• • * 

2. Can Hold Interest and Manage the Group. 

3. Has a Pleasing Appearance; also a Pleasant Voice and 
Manner of Speech. ^ 

^. Is Patient^ Cheerful^ and Enthusiastic; h^^s a Sense 
OF Humor. ^ ^ / p 

.5. Maintains Self-Control. - 

*■ • f ^ 

6. Displays tACT and -Sympathy in Dealing with Trainees. 
^ 7. Speaks Clearly and Di^tinctly^ UsfNG Understandable 

:;„LaNGUAGE and TALKING DiRECTLY TO THg TraINEES. 

. S. ^pHAsizEs Important Points. 
9. Use Proper Gestures and Avoid Mannerisms that Might 

,. pBTRACT from THE PRESENTATION. 
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Role ©f Supervisor in Contractor Supervision 



\ 



1 . You should ^e thOf-oughJy. fami^llar wi|h all 
the provisions of the contracts wlitc*h you are. 
administering/ , ' 



2. You sJfouJd be thoroughly f am iliac^with ^the * 
plans- ^d specif icatlons- including aJl.^^r^^ 
ions, changes,Aand amendments. 



3. You should bjMhoroughly familj£ui-vwth.the/ 
pertinent administrative poJiciel3. 



R E S P O'N $ I Jl I L .1 T Y 0 F . S U P E R V I S 0\ • 
/^I N CONTRACTOR' S U P E R VII S.I 0 N 



' Supervisors have Cifferent Responsibilities and. Authori- 
. TiEs^ Tiqs^EiNG^ Dependent ON the Organization Set-Up 
Which He -is Ij/oRiciNG Under and the Supervisor's Own Capa-'' 
BiLiTiES. r - 

Each Supervisor Should Answer The Following 'Questions: 

1. Do I Understand the Importance of my Responsibil- 
ity for the Highest Quality Construction? 

2, Do I have the Technical Knowledge^ Tack and Good 
, Judgement to Effectjvely Perf^m.my Supervisory 

Duties? * . >^ 



•3. Do-. I Fully" Understand the^ Extent of my RESPONsiBiLfTY? 

Have I Accei^ed all of my Responsibilities? 
5'. . Have I Oversteppei^vmy Authority? \ 

■i- -. - ■ 

6. ' Do I Understand my Supervisor '& Attitude with 

Respect TO MY Responsibilities? " . ^ 

. • ? ' - *' - ■* 

7. Am J 'Aware of my Responsibility to Record' and 
. Report all Verbal Instructions?- ' 



> 
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A U T H 0 R f T Y OF SUPERVISOR / ^ 

/in c 0 J t r a c t 0 r supervision 

A. MAKE SURE. YOU KNOW THE EXTENT 

OF YOUR AUTHORITY. Y o' U* A L WlA Y ;j 
HAVE THE AUTHORITY TO IfEQUIR'E 

WORK TO B E ^ A C C 0 M PL I S H E D M N 
A C e 0 R D A N C E W J T H THE CONTRACT 

PLANS A O S P ^C I F -I C A T I 0 N S. . 

It 

■ ■ ' »> 

B. C H E C J WITH 0 U R U P E R V I S 0 R . 0 N 

POLICIES WITH RESPECT TO Y 0 U.R 
' A U T^H 0 R I T Y TO S T 0 P C 0 N T.R A C T 0 R 

OPERAtJoNS for such THIN6.S AS 
• SAFETY VIOLATIONS OR CONSTRUC- 
X. . T I 0 N D E-fi I C I E N C I E S. . ^ 
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DEALING WITH- THE C 0 NT R A C'T.O 

Are My Relations with the Contractor Impersonal^ but 
Friendly^ Fair and Firm*? 



Am I JUSINESS-LIKE AND COOPERATIVE* WITH THE CONTRACTOR ? 

^' - ' ■ • ' • . 

Do I HAVE A ClEAR^ ACCURATE AND APPRECIATIVE UNDERSTANpiNG 

OF THE Contractor's Problems ? \^ , " 

Do my DECisiorls and Instructions to the Contractor Pro- 
vide THE Greatest Latitude Possible^ Without Prejudice and 
Without Waining the Contract Requirements in Choice of 
Equipment^ Material "and Methods? - . • ' 

Are They Executed Promptly and at the Right Time ? 
B. Are They Based bN Detailed Knowledge of all Facts^' 
^GooD Judgement and the Protection of the Interests - 
OF MY Employer ?. , " . •' 

c. Will They have any Adverse Consequences ? If so^ 
■ HAS MY Supervisor Been Informed of the Problem ? 

J 

AM' I Cautious About Dictating Methods of Construction to 
THE Contractor Unless they are Clearly Spelled out. in the 
Contract ? ^ , ^ 

Am I Careful About Discussing. Items Directly with a Sub- 
contractor or Workmen without the Contractor's Knowledge ? 

Da"! TRY to Settle all Controversies with the Contractor 
Promptly ? 

\ - * 



